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Statement SUBJECT: Inmate System

1. PURPCSE AND SCOPE. To provide direction to ensure
consistency in carrying out |Inmate Systens Managenent
responsibilities.

| nmat e Systens Managenent (ISM is responsible for many diverse
activities and duties that are essential to the orderly intake
and rel ease of inmates, conputing and tracking innate sentence

i nformation, and providing secure mail services to i nmates and
staff. This edition of the Inmate Systens Managenent Manua

i ncor porates various changes that have occurred within I nmate
Systens since publication of the |ast Change Notice to the Innate
Systens Managenent Manual .

2. SUWMVARY OF CHANGES. This Manual has been rewitten to conply
with the “Plain Language” initiative. Oher changes have been
made i n accordance with Executive Staff decisions and field
reconmendat i ons.

| f | ocal procedures are changed, the local union wll be notified
in accordance with the Master Agreenent. Training wll be
conducted for affected departnents as necessary.
The followng is a sunmary of the major changes to the Mnual.

a. Added:
Clarification on commtted nanes.

I nstructions for updating SENTRY with “l egal” nanes.
Instructions for filing of foreign detainers.

Attachment A - Inmate Judgnent & Commtnent File
Organi zat i on.
. Program St atenents - | SM Trai nee Program Detainers and

the Interstate Agreenent on Detainers (| ADA); Escape
from Confinenment and Extended Limts of Confinenent;
and, FBlI Forns, Subm ssion to the FBI
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b. Elimnated:
. D.C. Code Ofender billing instructions.
. Transfer audits after inmate’s second desi gnated
institution.
. File Accountability Check List.
. Ensui ng Rel ease List. (Local procedures are to be

established by the ISMwith rel ease audits performed 12
nmonths prior to the rel ease nonth).

c. Updat ed:

. 3 x 5 Active and I nactive cards.

. Time franme requirenents for consolidation of files
after an inmate’ s rel ease.

. I nstructions/requirenments for sending Detainer Action
Letters.

. | nmate Remand fil es have been established for
present ence, hol dover, A-Mat and A-INS prisoners.

. | SM Fornms |ist.

. Audit process is included in the five-day and 30-day

time franme requirenents for sentence conputations.

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Inmate Systens Managenent departnents w |l be operated
uni formy Bureau-w de.

b. Inmate Systens Managers and Assistant | nmate Systens
Managers will receive training in all areas of |Inmate Systens
activities.

c. Inmate Systens Managers and Assistant |Inmate Systens
Managers w Il be prepared to assune their responsibilities upon
conpl eting the training program

d. Trainee progress will be assessed quarterly and
expectations for the next quarter's training will be established.

e. The FBI will be provided accurate and tinely information on
Federal prisoners.

f. Information on Wtness Security cases wll be provided in
accordance with special procedures.

g. Inmates in the Bureau of Prisons’ custody wll be able to
di spose of “untried” charges through the | ADA process.

h. State jurisdictions will be able to acquire tenporary
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of inmates housed in Bureau of Prisons facilities through
the |1 ADA process or wit ad prosequendum

i. Each instance of escape froma furlough, a Comunity

Corrections Center,

or other authorized comunity-based program

will be reported pronptly to appropriate officials.

J]. The appropriate information regarding an i nmate' s escape
w |l be placed,

expedi tiously, into SENTRY.

4. DI RECTI VES AFFECTED

a. Directives Resci nded
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| nmat e Syst ens Managenent Trai nee Program
(10/ 13/ 98)

FBlI Forms, Subm ssion to the FBI (8/28/98)
Detai ners and the Interstate Agreenent Act on
Det ai ners (3/1/99)

Escape From Extended Limts of Confi nenent
(10/ 22/ 99)

| nmat e Systens Managenent Manual (12/24/91)

rectives Referenced
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1232.
1434.

2000.
3000.
3906.
4100.
4500.

5100.

5111.
5140.

5140.
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5180.
5216.
5265.
5266.
5330.
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05
06

02
02
16
03
04

07

03
34

35
36

04
05
11
09
10

Staff Meetings (3/11/99)

Per sonal Conputers (11/10/97)

Jurisdiction on Escapes, Menorandum of
Under st andi ng - USMS/ FBI/ BOP (7/ 25/ 94)
Accounti ng Managenent Manual (10/15/86)
Human Resour ce Managenent Manual (11/1/93)
Enmpl oyee Devel opment Manual (3/21/97)

BOP Acquisitions (8/21/98)

Trust Fund/ War ehouse/ Laundry Manual

(11/ 24/ 97)

Security Designation and Cust ody

Cl assification Manual (9/3/99)

Mari el Cuban Det ai nees (10/25/99)

Transfer of O fenders To or From Foreign
Countries (11/10/97)

Transfer of Prisoner to State Custody Prior
to Rel ease Fromthe Federal Sentence (9/2/97)
Rel ease of Inmate Prior to a Wekend or Legal
Hol i day (10/22/99)

Central Inmate Monitoring Manual (8/16/96)
Juvenil e Del i nquents (9/1/99)

Correspondence (7/9/99)

Publ i cati ons, Incom ng (8/20/97)

Drug Abuse Programs Manual , I nmate (5/25/95)
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PS 5380. 07 Fi nanci al Responsibility Program |nmate
(1/3/00)
PS 5500. 09 Correctional Services Manual (10/27/97)
PS 5538. 04 Escorted Trips (12/23/96)
PS 5553. 06 Escapes/ Deat hs, Notification (8/23/99)
PS 5580. 06 Personal Property, Inmate (7/19/99)
PS 5800. 10 Mai | Managenent Manual (8/19/98)
PS 5800. 12 Recei ving and Di scharge Manual (8/17/98)
PS 5875. 10 Transfer of Inmates to State Agents for
Production on State Wits (3/17/97)
PS 5880. 28 Sent ence Conput ation Manual (CCCA of 1984)
(7/19/99)
PS 5880. 30 Sent ence Conputation Manual /A d Law Pre- CCCA
1984 (6/30/97)
PS 5882. 03 Fi nes and Costs (2/4/98)
PS 7300. 09 Community Corrections Manual (5/19/99)

TRM 5801. 02 SENTRY Sent ence Monitoring Technical
Ref erence Manual (Code Tables) (9/2/98)

TRM 5802. 01 SENTRY General Use Techni cal Reference Manual
(6/1/94)

5. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4092, 3-4093, 3-4094, 3-4100,
3-4101, and 3-4272

b. Anerican Correctional Association 2" Edition Standards for
Adm ni stration of Correctional Agencies: 2-CO 1F-08, 2-CO 1E-04,
2-CO- 1F-05, 2-CO 1E-05, 2-CO-4A-01, 2-CO-4B-02

c. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF- 1E-01, 3-ALDF-1E-03, 3-
ALDF- 1E- 04, 3-ALDF-1F-05, 3-ALDF-4A-01, 3-ALDF-4G 07

d. Anerican Correctional Association 3rd Edition Standards for
Adul t Boot Canp Prograns: 1-ABC 1E-01, 1-ABC- 1E-04, 1-ABC- 1lE-O05,
1- ABC- 1E-09, 1-ABC-1F-04, 1-ABC-4A-01, 1-ABC-4A-02, 1-ABC-4G 14,
1- ABC- 4G 15

6. MCC/ MDC/ FDC/ APPLI CATION.  This Program Statenment’s provisions
apply to pretrial and hol dover inmates as indicated in subsequent
sections.
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7. PRI VATELY- OPERATED SECURE FACI LI TY AND | NTERGOVERNVENTAL
AGREEMENT (| GA) APPLI CATION. Portions of this Program Statenent
may apply to privately-operated facilities and | GAs. Contractors
and operators should consult their Statenments of Wrk for
applicability.

8. DISTRIBUTION. Inmate Systens Managenent staff, Central
Ofice, will distribute a copy of this manual electronically to
all Regional Inmate Systens Adm nistrators, |Inmate Systens
Managers, Community Corrections Managers, and Unit Mnagers.
Change Notices and updates will also be distributed as stated
above.

/sl
Kat hl een Hawk Sawyer
Director
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CHAPTER 1
| NMVATE SYSTEMS NMANAGEMENT DEPARTMENT
101. RESPONSI BI LI TI ES
The I nmate Systens Managenent (1SM departnent consists of:
Records O fice. Responsibilities of the Records Ofice include:

Ensuring the legality of a prisoner’s adm ssion and rel ease;
Conmput ati on of various types of sentences in order to
establish an inmate's | awmful rel ease date;

Est abl i shing and maintaining a “records control systeni to
effect the release of inmates on the proper date;

Monitoring the status of contract prisoners;

Det erm ni ng and verifying outstandi ng charges from ot her
agenci es/jurisdictions and coordinating the placenent of
det ai ners;

Arranging the release of inmates to other jurisdictions upon
conpletion of their sentence or for tenporary rel ease for
court appearances;

# Responding to requests for records.

HEHE OH OHH

3

Mail Room Mail Room responsibilities include:

# Processing all incom ng and outgoing inmate and of fici al
mail. (See the Mail Managenent Manual .)

Recei ving and Di scharge (R&D). R&D responsibilities include:

# The physical processing of all inmates into and out of the
institution. (See the Receiving and D scharge Mnual .)

102. STAFFI NG

I nmate Systens staff consists of an Inmate Systens Manager
(Departnent Head); an Assistant |Inmate Systens Manager(s) (Al SM
or Inmate Systens O ficer Supervisor(s) (1S0S), Legal Instrunents
Exam ner(s) (LIE), and Inmate Systens O ficer(s) (1SO.

Program direction and support are provided by the Regional |Inmate
Systens Adm nistrator (RISA) and I nmate Systens Adm ni strator,
Correctional Prograns Division, Central Ofice.
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| nmat e Systens Manager s/ Assi stant | nmate Systens Managers.

#

O ORH OH OH

#
#

#

Must participate in the Adm ssions and Oientation (A&
Program presented to new comm tnents (Cannot be del egat ed
| ower than the 1SOS or Acting | SOS)

Ensures a SENTRY Update Judgnment/Warrant transaction is

performed on all inmates designated to their institution
within 48 hours of adm ssion (excluding weekends and
hol i days),

Ensures the tinely and accurate conpletion of sentence
conput at i ons

Has the overall responsibility for accuracy of release
paperwor k generated by unit staff,

Conducts training sessions for unit managenent staff or
other institution staff as needed,

Ensures all ISMstaff are adequately trained and supervi sed
and that training is docunented on the enpl oyee’s training
record,

Responsi bl e for ensuring all Inmate Systens Managenent staff
are notified of the publication of all Program Statenents,
Change Notices and updates which directly affect the
departnent. This may be acconplished either via electronic
or printed nedia,

Participates in the annual budget process and is a nenber of
the institution budget commttee,

Responsi bl e for acquisition of all equi pnment necessary for
depart nent operations,

Must be famliar with preparation of equi pnent justification
forms, sources for obtaining equi pnrent and supplies, and
operation of the departnent within the avail abl e funding
[imts,

Have know edge of Labor Managenent Rel ations,

Responsi bl e for generating certain Human Resource actions
for ISMstaff to include recommendati ons for awards or
adverse actions.

May assune all duties of |SOS at discretion of |SM

| nmate Systenms O ficer Supervisor

EHHFH OH OH

Serves as an advisor to help standardi ze procedures (Mail
Room and R&D) between | SM and the units,

Ensures all ISMstaff are adequately trained and supervi sed
and training is docunented on enpl oyee’ s training record,
Ensures security of the Mail Room and R&D,

Techni cal advisor for the Mail Room and R&D,

Audi ts sentence conputations, when required,

Revi ews rel ease paperwor k/ authorization to ensure it is
conpl ete and accurate, and
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# Revi ews commi t nent docunentati on and SENTRY | oad data to
ensure it is conplete and accurate.
# Assists the | SM and/ or Al SM as needed.

Not e: The 1SOS will assunme the AISMs duties in those
institutions without an Al SM

Legal Instrunents Exam ners.

# Comput es sentences and audits conputations,

# Mai ntai ns the Records Ofice,

# Processes paperwork associated with i nmate novenent and
rel ease.

The workl oad of the LIES will be distributed proportionately.
| nmate Systens O ficers.

# Qperates the Mail Room

# Processes i nmates through R&D,
# Revi ews comm tnent and rel ease paperworKk,
# Processes innate property.

1SCs wll rotate through R&D and the Mail Room This rotation
will not be done arbitrarily. |If a roster is devel oped, the
roster as well as the rotation procedures will be negoti ated
locally in accordance with the Master Agreenent.

In order to prevent a backlog in any particular area, |SM staff
are to provide assistance in all areas of the departnent, as
needed. The ISMw Il ensure that all staff have access to
applicable directives and cross-training.

| SOs, LIEs, and 1SCSs are required to wear the approved Bureau
uniform (See Human Resource Managenent Manual for specific
Uni formrequirenents.)

103. STAFF RESPONSI VENESS

| SM staff are to provide inmates with information about their:

# sentence conputati on,

# good ti e,

# adj ustnents to rel ease dates,
# det ai ners,

# wits,

# mai | ,

# personal property, and

# other legal matters.
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Normal ly, this is acconplished during intake processing, A&Q
"Open House" (at |least twce a week), or by responding to an
| nmat e Request to Staff Menber (BP-148).

I nstitutions whose physical |ayout or mssion prohibits inmate
access to the Records Ofice for “QOpen House” nust devel op | ocal
procedures for responding to inmate issues. |SMstaff nust al so
make weekly visits to Special Housing/Jail/PCU Units to respond
to issues for inmates not in the general population. Al contact
with inmates, either in person or in witing, is to be done in a
tinmely and professional manner.

104. SECURITY OF THE DEPARTMENT

| nmat es may be assigned to the | SM Departnent only to perform
janitorial or tailoring duties. Inmate workers nmust be cl osely
supervi sed to ensure that they do not have contact wth any of
the | SM Departnment’ s daily operations.

The physical design and |ayout of all departnent areas are an

i nportant part of maintaining security. There nust be controlled
access to ensure only authorized staff are permtted in this
area. (See the R&D and Mail Managenent Manual s for specific
requirenments).

Dat a areas nmust be designed to provide for the security of the
equi pnent, manuals, reports, and related materials. Cuidelines
relating to the security of conmputer systens are provided in the
Program St at enent on Personal Conputers. Al ISMoffice and area
keys are to be considered "restricted" and procedures for
obtaining "Restricted Keys" are to be followed. Routine security
procedures will also be foll owned.

105. EQUI PMENT

The acquisition of all telecomunications and conputer-rel ated
equi pnent will be nmade in accordance with the Program Statenents
on ADP Procurenent and BOP Acqui sitions.

An area security x-ray exposure badge will be provided by Medical
Services to detect | eakage from specific equipnent. The badge

wi || be exchanged quarterly for a new badge. The ISMis
responsi ble for providing and coll ecting badges for the

Depart nent .
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CHAPTER 2

STAFF TRAI NI NG

201. | NTRODUCTI ON

Training is vitally inportant to staff growh and devel opnent.
Trai ning conmes in many forns, such as on-the-job training,
ment oring, classroominstruction, training nodul es, conputer-
based training, videos, etc.

The I nmate Systens Manager and ot her supervisory and experienced
personnel take on a training role, whether they are | ocated at an
Institution, Regional Ofice, or Central Ofice. Mnagers and
supervi sors have a responsibility to ensure staff receive
adequate training to neet the challenges of their job and to
prepare them for future advancenent.

202. STAFF ORI ENTATI ON

The training process starts when a new enpl oyee begins to work.
It is inportant that staff receive an overview of the
Departnent's conponents and mssion. Wth this in mnd, |nmate
Systens Managers are required to devel op an orientation program
that, at a mninmm consists of the follow ng conponents:

# I ntroduction of the new enployee to the departnent’s
Adm ni stration, co-workers, and other staff as required,

# A five day orientation program

# Assi gnnent to an experienced enpl oyee in each functiona
area to provi de guidance on duti es,

# Introduction to the reference library with a listing of
all relevant policies provided.

Required reading: 1SOs wll be famliar wth:

# the I nmate Systens Managenment Manual

# the Mail Managenent Manual, and

# t he Receiving and D scharge Manual, and

# ot her policies deened appropriate for the position.

LIEs will be famliar wth:

# the I nmate Systens Managenment Manual
# t he Sentence Conputation Manual s, and
# ot her policies deened appropriate to the position.
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It is recormended that all Inmate Systens staff becone fam i ar
with policy provisions applicable to both | SOs and LI Es.

Oientation or training prograns will be nmade avail able to new
| nmate Systens Staff and other institution staff (unit
secretaries, case managers, correctional officers, unit
counselors, etc.). It is the ISMs responsibility to ensure
training i s conducted in the follow ng areas:

Sentence conputation and adm ni stration of good tine,
Detai ners and the Interstate Agreenent on Detainers,
Proper handling and accountability of inmate nmail and
property,

Preparation of rel ease paperwork,

Proper handling of nonies and | egal instrunents.

HEHE OHHH

203. TRAI NI NG MODULES

All Inmate Systens Staff nust conplete all of the self-study
trai ni ng nodul es successfully within nine nonths of appoi ntnent.
The ISMw || coordinate a schedule and provide official time for
conpleting the nodules. The nodules are to be adm nistered "open
book." They may be taken in any order, but nust be given in a
controlled testing environnent.

Course No. [ Nane of Course

13182 | nmat e Funds Managenent
21083 SENTRY Sent ence Manua

40087 Mai | Managenent

51005 Judgnent and Commtnent File
51230 Det ai ners/ Wit/ 1 AD

51286 Jail Credit/Inoperative Tine

51303 Popul ation Accountability

51304 SENTRY Techni cal Reference Manua
51305 SRA Sent ence Conputation

51306 A d Law Sentence Conputation

51315 Recei vi ng and Di scharge

A m ni mum score of 75% nmust be achieved to pass each nodule. If
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a passing score is not attained, the enployee nay retake the
nodul e one nore tine wthout additional study. |If a passing
score is not attained on the second attenpt, the ISMw ||
prescri be additional training and study. |If the enployee fails
to receive a passing score after the second attenpt, at |east 30
days nust el apse between each subsequent attenpt w th additional
training during this tine.

The | SM may obtain a printout of each enployee's nodul e status

at any tinme. The ISM nust obtain a printout to eval uate enpl oyee
participation regularly. Wen the enployee conpletes all nodul es
successfully, a copy nust be forwarded to the Enpl oyee

Devel opment Manager (EDM for docunentation and posting to the
official Training Record. Sixteen hours of training credit wll
be given for each conpl et ed nodul e.

204. MANDATCORY TRAI NI NG

Each new Inmate Systens O ficer nust conplete the New Mail Room
Oficer’'s and the New Receiving and D scharge Oficer’s Self-
Study Course and Survival Skills Guides within nine nonths of
appointment. This training will be conpleted on duty tine.

I n accordance with the Central Inmate Monitoring Systens
Qperations Manual, all Inmate Systens staff assigned to
Institutions, Community Corrections Ofices, and Regional |nmate
Systens Admi nistrators nust maintain current CIMcertification.

205. 1 SM SPECI ALTY TRAI NI NG

The Central O fice I SM Training Section provides specialty
training to Inmate Systens staff. Specific training requirenments
for Inmate Systens are outlined in the Enpl oyee Devel opnent
Manual . Staff will not be nomnated to attend specialty training
until conpleting all of the |ISM sel f-study training nodul es
successful ly.

206. LOCAL | SM TRAI NI NG

Each I nmate Systens Manager has a responsibility to provide and
monitor localized training for their staff. |In carrying out

t hese responsibilities, each Manager may devel op | ocal training
materials to help staff performtheir assigned duties. Upon
request, the Central O fice |ISM Training Section will provide
training material and assistance in devel oping | ocal training.



PS 5800. 13
6/ 28/ 2002
Chapter 2, Page 4

The I1SM or supervisory staff, will maintain all training
records. All training nmust be docunented in accordance with the
Enmpl oyee Devel opnent Manual .

Each I nmate Systens Manager will offer cross-training to al
staff in the departnment. Although it is not a requirenent for
staff to participate, the Manager will ensure all staff are
provi ded the opportunity. The cross training provided to staff
will allow for additional coverage in all areas of |SM during
tinmes of staff vacancies and will pronote career devel opnent.

The I nmate Systens Manager nust devel op | ocal procedures to
docunent any cross training provided. Lesson plans for the cross
training wll be devel oped by supervisory ISMstaff. A lesson
plan will be devel oped locally to establish the | ocal cross

devel opnent program requirenents for participation and nunber of
training hours to be credited to the enpl oyee upon conpl eti on.

Managers are encouraged to devote several hours each week to
staff training. Cosing down a portion of the | SM operations for
training, with approval fromthe Warden, has proven successful.

207. 1 NDI VI DUAL TRAI NI NG PLANS

A large part of a Manager's responsibility lies in staff

devel opment. To ensure staff training needs are adequately net,
each Manager is to evaluate the needs of his or her staff in
accordance with the Enpl oyee Devel opnent Manual .

As an exanple, the Manager may identify a need to inprove witing
or interpersonal skills. The enployee would be schedul ed for
training to strengthen skills noted as needi ng i nprovenent.

After the training, the enployee should be nonitored to ensure

i nprovenent is made. |If not, additional training may be
required.
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CHAPTER 3
| NVATE SYSTEMS MANAGEMENT TRAI NEE PROGRAM
301. | NTRODUCTI ON

The Bureau's ongoi ng expansi on has created an increasing demand
for 1SMs, AlSMs, and I SOSs. To neet this managerial demand, an
accel erated and structured training programis needed.

This chapter outlines a training curriculumfor the Inmate
Systens Manager Trainees (Trainee). It is specifically designed
to expose the Trainee to the technical and manageri al aspects of
| nmat e Systens Managenent and to prepare trai nees to becone

Bur eau departnent heads or assistants.

The 1SMis responsible for ensuring that the Trai nee conpl etes
all programrequirenents cited in this Chapter. The ISMw I be
a nentor and provi de ongoi ng supervision and gui dance. The
Trainee nmay work the sane hours as the ISMwth short term
exceptions (i.e., late shift for bus/airlift, duty officer,
etc.).

302. DURATI ON

The Trai nee nust conplete each section of the program
successfully prior to pronotion. The training period is normally
24 nonths. The institution | SM Regional |Inmate Systens

Adm nistrator (RISA), and the Inmate Systens Managenent Branch
Central Ofice will nonitor the Trainee's progress.

303. TRAI NI NG CONTENT
TRAI' NI NG SECTI ONS

The training programis divided into subject matter sections (see
par agraph 305) and wll be reviewed periodically, and adjusted,
as necessary. \Wen assigning a section, the I SM nust explain the
assi gnnent's purpose thoroughly and the anount of tine believed
necessary for conpletion. The ISMis to provide appropriate on-
the-job training, advice, assistance, and nonitoring of the

Trai nee's progress through each section.

The | SM nust conduct weekly neetings with the Trainee to neasure
progress and assi gn new sections.
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(bj ectives. The objectives specified in each section contain
measurable skills, abilities, and know edge the Trai nee nust
possess prior to program conpletion. These objectives are
critical to neasuring the Trainee s progress. The |SM nmay add
objectives and is to ensure they are fully understood when
assi gned.

Readi ng Assignnents. Paragraph 306 incl udes specific reading
assignnments and reference materials. |ISMs are to encourage
reading by the Trainee prior to receiving on-the-job training for
that particular assignnment. The reading assignments wll be
conpl eted on duty tine.

Modul es. The Trai nee nust conplete each of the |ISMtraining
nodul es as outlined in Chapter 2.

On-the-Job-Training (QJT). The program s success requires
considerable AQJT. The I SM nust be able to nonitor, identify, and
address errors in conpleted work. Additional QJT will be
assigned until the program objectives are net. It may be
necessary to create hypothetical situations. Trainees wll

nei ther have a regular roster assignnent, nor will they be
assigned a specific case load (unless required to neet a specific
obj ective).

Not e: The institution may not have all types of cases
necessary for full sentence conputation exposure,
however, famliarity with all cases is expected.

The RISA is encouraged to use the Trainee on staff assistance
visits or other situations at different institutions to provide a
variety of work experience (i.e., visit CCM O fice for
famliarization). The Trainee nmust also participate in yearly
Program Revi ews as determ ned by the Program Review Di vi sion.

The Trainee will participate in various managerial duties, i.e;
meetings, mainline, special housing unit rounds, duty officer
tours, open house, etc. The Trai nee nmust not be used to fil
vacant positions unless it relates directly to a training

obj ecti ve.

Formal Training. Specialized training will occur at either a
staff training center or at other |locations to further enhance
the Trainee's skills and experience.
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304. REPORTS

Assessnents. Wen the Trainee arrives at his or her duty
station, the ISMand the Trai nee nust prepare a joint assessnent
of the Trainee's strengths and weaknesses. This assessnent w ||
be used to plan future training. A copy of the assessnment w ||
be sent to the I nmate Systens Managenent Branch, Central Ofice,
for review

Quarterly Reports (Manager). The ISMand Trainee will submt a
quarterly report to the Inmate Systens Managenent Branch, Centra
Ofice, with copies distributed to the RISA and the Warden.
Reports are due no later than the fifth day of every third nonth
and reflect:

C an assessnment of the Trainee's progress in the program

C a critique of the past quarter's training objectives,
and

C trai ning objectives for the next quarter.

The first report will be due by the fifth day of the 3rd cal endar
month the Trainee is in the program(i.e., if the Trainee arrives
on January 15th, the first report is due by March 5th). Reports
will be submtted every third nonth until the trainee finishes

t he program

I nformati on about the Trainee's work habits, interaction with
peers and supervisory staff, performance in stressful situations,
and overall adjustnent to the training program should al so be
included in the report. Reports are to be interpreted as

trai ning assessnents, not performance evaluations. Tinme wll be
set aside to discuss all report elenents with the Trainee. The
Trainee will get a copy of the report.

The Trainee' s report nust reflect an overview of the training
received for the quarter and include any comments or
recommendations the Trainee may wi sh to express. The report is
to be distributed in the same manner as the I1SMs report.

305. TRAI NI NG CURRI CULUM

The foll ow ng objectives should normally be conpleted in 24
nont hs.

I . RECEI VI NG AND DI SCHARGE

a. Shakedown procedures and preventing introduction of
cont r aband,

b. Revi ew and verification of comm tnent docunents,
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Proper identification and intake procedures
(phot ogr aphi ng/ fi ngerprinting/visual search),

| dentification of commtting officers,
R&D security procedures,

| nventory, receipt, and disposition of propert For m
BP_383)’y p p property (

Acknow edgnents of I nmate (BP-407, BP-408),

I nt ervi ew process/intake screening, nedical screening,
Handl i ng and receipting i nmate funds

SENTRY Adm t/ Rel ease transaction

Bus/Airlift Operations,

Docunent s accountability,

Rel ease procedures including proper identification,
fingerprinting, visual search, disposition of property,
rel ease clothing, and rel ease docunents.

ROOM

Posting, handling and securing noney, Oficial business
checks,

Mai | handling (including |egal/special mail), delivery
and pi ck-up,

Ceneral Correspondence,

O ficial business checks,

Packages,

Regi stered, certified or insured nmail and packages,
Qut goi ng mai |,

Metering Mail,

Program St at enent requirenents on Correspondence;
Bgagggﬁgnt?roperty, I'nmat e; Publications; and Mai
Post age stanp use,

| nmate | ocation via SENTRY term nal

Forwar di ng mai |,

Mai ling | ogs and records,

Mai | i ng i nmate personal property,
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| nspection of mail/correspondence for contraband,

Knowl edge of letter and package bonbs,

Openi ng of packages prior to entry into institution,
Rel ations wwth U S. Postal Service and other carriers,

Di scardi ng of shipping containers and w appi ng
material s,

Hot trash procedures,

Famliarity with U S. Postal Service Donestic Mil
Manual ,

Conmput eri zed Mail Room Program

LEGAL FUNCTI ONS

a.

" e 6o

-«

7
3

-«

L

I ntroduction to all Program Statenents pertaining to
| nmat e Systens Managenent,

Revi ew of | nmate Systens Managenent Manual,
I ntroduction to | egal reference materi al,
Preparation of affidavits and decl arati ons,
Responses to show cause orders,

Responses to interrogatories,

Testifying in court proceedings,
Certification of records,

Responding to Tort C ai ns.

LEGAL REFERENCE

Code Title 5,

Code Title 8,

Code Title 18,

Code Title 21,

Code Title 26,

Code Title 28,

Code Title 46, Chapter 38,

deral Register, Title 28 Code of Federal Regul ations,
i mnal Law Reporter, Federal Supplenent, Federal

porter, 2nd and 3rd series, U S. Suprene Court
porter,

PPN € & € & ¢ C C
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i District of Colunbia Code, Title 22 and 24,
] - SENTRY Legal Reference System
K. Uni form Code of MIlitary Justice,

| . Law di ctionari es.

SENTRY/ COMPUTER OPERATI ONS
a. SENTRY General Use Techni cal Reference Manual (TRM:

1. Property Accountabilit¥ Transacti on (PA)

i . Popul ation anltprln% ransacti ons g P)

i1. Sentence Monitoring Transactions (P % i

iv. Admnistrative Renedy Generalized Retrieval (PR)
v. Inmate D scipline Transactions (PD)

b. SENTRY Sent ence Monitoring TRM )

i. Sentence Mnitoring Transactions (PS)
i1. Display Transactions (PS)

ii. Code Tables

Equi pnment operation and security,

Preventive mai nt enance and troubl e-shooting equi pment

pr obl ens,
e. Program functions and anal ysi s,
f. Mai nt enance transacti ons,
g. G oupW se,
h. Program St at enent on Automated I nformation Systens and

Personal Conputers.

SENTENCE COMPUTATI ON
a. Manual conputation of sentences,

b. Execution of Judgnent/ Comm tnment Orders,
Par ol e/ Mandat ory Rel ease/ Speci al Parol e vi ol at or

warrants,
C. Det erm ni ng sentence begi nni ng dat e,
d. Presentence tinme credit/Prior custody credit,
e. Determ ning primary custody,
f. | noperative tine,
g. Parol e eligibility/non-parol abl e sentences,
h. 2/ 3rds dat es,

Statutory Good Tine (including D.C. less than six
nont hs) od Conduct Ti ne,
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] - Appeal bond,

k. Aggr egation of sentences,

l. Violator terns,

m Case |l aw affecting sentences,

n. Title 28 Section 2255 (remedi es on notion attacking
sent ence),
0. Title 28 Rule 35 (correction or reduction of

sent ences),
SENTRY Sent ence Conputation transactions,

Revi ew of all conputation program statenments as
prescribed in the Directives I'ndex,

r. Revi ew of dd Law, SRA, VCCLEA, and PLRA sentences.

JUDGVENT AND COVM TMENT ORDERS/ FI LE ACCOUNTABI LI TY
a. Certification,

b. Verification and authenticity,

C. Il egal sentences,

d. Fam |iarization with statutory provisions (penalty,
speci al parole terns, probation, nodified judgnents,
vacated convictions, etc.),

e. Interpretation of judgnent and commtnent for legality
of sentence,

f. Procedures for correcting illegal sentences and
i nproper judgnents,

g. Revi ew of policy requirenents regardi ng arrangenent of
docunent at 1 on,

h. Preparing files for shipnent, transfer, retirenent,

accountability.

GOOD TI ME MANAGEMENT

Good Ti nme Record (BP-380),

Extra good tinme requirenents (A d/ New Law),

Forfeiture and restoration of SGT,

Load CCC good tine prior to departure frominstitution,
Publ ic Law 87-665 (public |aw days),

Aut hority of Institution Disciplinary Oficer
(Di scipline Policy),

me e 6 T
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Wt hheld good tinme and restoration,
Adj usting rel ease dates,

Expungi ng records,

Good tine all owances/ | unp sum awar ds,

FPI -96 (I ndustrial/RAPS Action Report), (BP-390) (Extra
Good Time Reconmendati on),

Good tine allowance for state and territorial
pri soners,

Good conduct tine,

Thor ough revi ew of Sentenci ng Reform Act Manual
regarding GCT applications.

NERS

Interpretation and authenticity,

Processing of Detainer Action Letter (BP-394),
| nqui ries and investigations,

Rel ease to detai ners,

Speedy Trial Act of 1974,

State wits,

Processing of 1AD - Notice of Untried Indictnent
(BP-S235)

| NTERSTATE AGREEMENT ON DETAI NERS

a.

b.

| AD nenber states and applicable charges (Cuyler v.
Adans) ,

Processin? forms BP-236,237,238 (review, mail, nonitor
time limfts/“tickler file"),

Interpreting Fornms V, VI, VII, and IX
US. v. Mawro, 436 U S. 340 (Sup. &. 1978),

Notification to inmate, 30-day waiting period and
wai ver,

Appeal procedures,

Verification and identification of transporting
officials,

One- hundred-eighty day rule - inmate's request,
One- hundred-twenty day rule - state's request,
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State's responsibilities for return of prisoner and
di sposition of charges,

Two nont h status checks,

Know edge of Chapter 11 regarding Interstate Agreenent
on Detal ners.

FI NES, RESTI TUTI ON, ASSESSMENTS ( COVM TTED AND NON-

COW TTED)

a. Definition of commtted vs. non-commtted,

b. | ndi gence and non-i ndi gence,

C. Application for pauper's oath to U S. Magistrate,

d. Application to Regional Director for resolution of
commtted fine,

e. Cl V- OT8 Debtor's Statenent,

f. Assessnent ,

g. Restitution,

h. Notification to comm ssary,

i Pr ocessi ng,

] - Fi nanci al Responsibility Program

k. Fi nes under the SRA

RELEASES

a Rel ease paperworKk,

b Bus/airlift novenents and novenment coordination

C. Rel ease on writ, |AD,

d Escapes,

e Deat hs,

f Furl ough transfer (to other BOP facilities and
Communi'ty Corrections Centers),

g. Ener gency nedi cal rel eases,

h. Wrk rel ease,

i Weekend furl ough,

] . O her rel eases (protective custody, etc.),

k. Know edge of Program Statenent on State Wit Rel eases.
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DATA MANAGEMENT/ DI RECTI VES MANAGEMENT

a Fam liarity wth mai ntenance contracts and suppli es,

b. Equi pnment preventive nai nt enance,

C D skette inventory,

d Famliarity wwth formatting, searching, |oading and
programi ng,

e. Revi ew of Program Statenents, use Electronic Directives
System (BOP / CDROM .

ADM NI STRATI VE REMEDI ES

a. | nformal resol utions,

b. Prepari ng BP-229 responses,

C. Use of program statenents to support response,
d. Response format,

e.

Cont ent of resPonse and Freedom O Information, Privacy
Act requirenents.
CENTRAL | NVATE MONI TORI NG SYSTEM

Staff roles by discipline,

Cl M assi gnnent s,

a
b
C. Record keepi ng procedure,
d No notations in file (J&C and Central File),
e Cl earance process,

f

Speci al Brocedures for Wtness Security cases (I SM

responS| lity)

g. ClMcertification.

SUPERVI SORY AND MANAGEMENT RESPONSI BI LI TI ES

a. Mai nt ai ni ng working rel ati onships with other
depart nents,

Participation in strategic planning process,
Conducti ng operational reviews,

Parti ci pat e/ conduct staff neetings,
Recruiting staff,

-, e 0o

I nterview ng applicants,
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g. Ref er ence checki ng,

h. Preparing and updati ng position descriptions,
i Mai nt ai ni ng a performance apprai sal system
Enpl oyee Code of Conduct,

[S—

K. Staff supervi sion,

Mentoring staff,

Di sciplining staff,

Rewar di ng/ pronoting staff,
Devel opi ng trai ning plans,

T ©° 5 3

Budget managenent:

1. Projecting budgets

2. Monitoring expenditures
3. Property accountability
qg. EEO Affirmative Action Pl ans,

r. I ntroduction to ACA,
S. Preparing institution supplenents,
t. Safety lectures for inmate workers,

u. Famliarity wth Master Agreenent between AFGE and BOP,
V. Ti me and Attendance Trai ni ng,

306. READI NG MATERI ALS

Current Program Statenents related to the General Operations of
| nmate Systens, as |listed, but not limted to, the bel ow

a. | nmat e Systens Managenent Manual ,

b. Mai | Managenent Manual ,

C. Sent ence Conput ation Manual ,

d. Sent ence Conput ation Manual - CCCA,

e. D.C. Sentence Conputation Mnual,

f. Justice Tel econmuni cati ons Systens (JUST),
g. Legal Activities, Inmate,

h. Cl ai n8 Under the Federal Tort d ains Act,



aa.
bb.
cc.
dd.

ee.

PS 5800. 13
6/ 28/ 2002
Chapter 3, Page 12

Transfer of Charges Pendi ng Agai nst Prison |nnmates,
Rul e 20 Procedures,

Adm ni strative Renedy Program

Rel ease of Information

Contacts with O her Agencies and Organi zati ons,
Victimand Wtness Notification,
Managenment Control and Program Revi ew,
Sexual Harassnment Prevention Program
Affirmative Action Program

Enpl oyee Organi zati ons,

Drug Free Wrkpl ace Program

Enpl oyee Assi stance Program

Enpl oyee Devel opnent Manual ,

Pretrial |nmates,

Responses to Judicial Recommendati ons and U.S. Attorney
Reports,

Juveni | e Del i nquents,

Transfer of O fenders to or from Foreign Countries,

Rel ease of Inmates Prior to a Wekend or Legal Holi day,
Unescorted Transfers and Vol untary Surrenders,

Cor r espondence,

Publ i cations, |ncom ng,

Fur | oughs,

| nt ake Screeni ng,

Adm ssion and Orientation Program
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Deat h of Inmates, Reporting,

Manuscripts, |nnmate,

Duty O ficer Cuidelines and Reporting Procedures,
Posted Picture File,

Request to Staff, |nmates,

Escapes/ Death, Notification,

Use of Force and Application of Restraints on |nnates,
| nmat e Personal Property,

Staff Correspondence about | nmates,

Untinmely Rel ease Notification Procedures,

Rel ease Gratuities, Transportation, and C ot hing,

Rel easing I nmates to Transporting O ficers via Escort
or Bus,

Transfer of Inmates to State Agents for Production on
State Wit,

Cccupational Safety and Environnental Health Manual

Computing YCA Ternms for Commtnents of Less than Six
Years,

D.C. Code, Title 23, Section 112,
Fi nes and Costs,
SENTRY Sent ence Monitoring TRM

Agreenent, BOP-US Marshals, Fiscal, Operationa
Responsibilities,

Central Inmate Monitoring Systens (manual and program
stat enent),

Security Designation/Custody C assification,

SENTRY Adm ni strative Renmedy TRM
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bbb. Di scipline & Special Housing Units,

ccc. Community Corrections Manual ,
ddd. Menorandum of Under standi ng between the

FBI and the

Probation and Pretrial Services D vision of the
Adm nistrative Ofice of the U S. Courts Regarding

| nmat e Rel ease Pl anni ng,

eee. Menorandum of Understandi ng between the
BOP on Viol ations of the Federal Escape
Statute.

The bel ow | i sted recommended readi ng material can

fromthe institution Enpl oyee Devel opnent Manager

FBI, USM and
and Rescue

be retri eved

The Supervisor's Quide to Federal Labor Relations by

Dennis K Rei schel

The One M nute Manager - Series of Books by Kenneth

Bl anchard

GW-The Wrld's G eatest Managenent Principle, by M chael

LeBoeuf, Ph.d

The Double Wn by Denis Waitley

307. RECOWENDED SPECI ALI ZED TRAI NI NG

Fi nanci al Training for Managenent Staff
Per sonnel Trai ni ng

(I'nstitution)
(I'nstitution)

Wor dPerfect (Corel) (I'nstitution or |ocal)

| nt roduction to Supervision
Supervi si on/ G oup Performance

Ti me Managenent Course

Case Managenent Cross Devel opnent Course

(I'nstitution)
(I'nstitution)

(Denver)
(I'nstitution)
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CHAPTER 4
POPULATI ON ACCOUNTABI LI TY
401. RESPONSI BI LI TI ES

A count is kept for each 24-hour period, beginning at m dni ght
and ending at 11:59 pm The | SM Departnent is to maintain the
records of each inmate admtted to or discharged fromthe
institution. This information is used as a back up source for
the institution’s official count, projecting its budget, and for
conpiling statistical data.

402. POPULATI ON | NDEX SYSTEM

The mai ntenance of an al phabetical index card systemfor al

i nmat es processed into or out of the institution is no |onger
required, if a data base systemis used to docunent file
retirement. The inactive cards currently on file will be kept in
order to docunent archiving information. 1In the event a data
base systemis devel oped, the Union will be notified in
accordance wth the Master Agreenent.

| ndex cards such as quarters’ cards, crew kit cards, Warden's
card, etc., may be produced in any format. The |Inmate Systens
Manager wi Il survey the need for such cards and produce them as
needed.

403. CONTRACT PRI SONERS

Contract prisoners are those inmates who are conmtted to Bureau
institutions for other than violations of the U S. Code. The
cost of their care and custody is charged according to the
instructions contained in the Accounting Managenent Manual .
Billing reports are submtted to the appropriate authority based
on information keyed i nto SENTRY

The Regi onal Designator creates a state billing assignnent when a
Bureau institution is designated for state or territorial

inmates. For previously billable inmtes, the Designator wll
renove the assignnment if it no |onger applies and was not renoved
at the time of rel ease.

When an inmate is returned to pernmanent state custody, the | ast
institution of confinement will termnate the state billing
assignment and rel ease the prisoner via "STATE PRI S.”

A verification of Sentry will be nade by the Inmate Systens staff
to ensure appropriate billing assignments have been nade for
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i nmat es received. The status can be displayed and nodified by
using the instructions outlined in the SENTRY General Use TRM

If the "ARS" history begins with your institution, or the inmate
is admtted to or tenporarily released fromyour institution, use
Update | nmate Assignnment and add a current “BIL" assignment on
the original date and tinme of adm ssion.

Not e: If the inmate is tenporarily renmoved fromthe
institution, the state billing assignment wll
conti nue.

Billing disputes concerning any contract prisoner wll be

referred to Inmate Systens, Operations Section, Central Ofice.
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CHAPTER 5
| NVATE FI LE MANAGEMENT
501. DEFINITI ON AND RESPONSI BI LI TI ES

The Bureau mai ntains confinenent related docunents on all inmates
and detainees conmtted to its authority. Unit staff create
Inmate Central Files in accordance with the Program Statenent on
| nmate Central File, Privacy Folder and Parole Mni-Files. These
files’ daily maintenance and accuracy are the unit staff’s
responsi bility, however, the Inmate Systens Manager (ISM is the
Cust odi an of Records and is responsible for file retrieval,
transfer, retention, disposal, certification, production, and

di scl osure.

502. | NVATE REMAND AND JUDGMVENT & COWMM TMENT (J&C) FI LES

The | SM Departnment creates and nmai ntains | nmate Remand and
Judgnent & Commtnent files. The Inmate Remand file (BP-676) is
a letter size, straight cut, drop-file folder that may be used
for docunents pertaining to pretrial and hol dover i nmates.

The I nmate Judgnent & Commtnent file (BP-174) is a letter size
file folder used for docunents relating to sentenced i nmates.

Due to the sensitive nature of information contained within these
files, the front of each file will be stanped “Limted Ofici al
Use.” Disclosure of information contained in these files nust be
in accord with the Program Statenent on Rel ease of Information

Copies of all docunments maintained in the Remand or J&C file
shoul d have been forwarded to the unit teanms for inclusion in the
central file. Therefore, inmates requesting to review the J&C or
Remand files should be referred to the unit team Staff may
allow inmtes to review portions of the J&C fil e when di scussing
sentence conputations or detainer issues, unless docunents are
seal ed by the court or otherw se un-discl osabl e.

If clarification of disclosable information is needed, |SM staff
w Il contact the Case Managenent Coordi nator (CMC) or the
institution's legal staff. Inmates are to submt requests for
addi tional access to information or copies of file materials

t hrough regular FO A procedures. Local instructions wll be
established at each institution to inplenment this procedure.

For security and saf ekeepi ng purposes, |Inmate Remand, J&C, and
hol dover files will be stored al phabetically in | ocked, fireproof
cabi nets, when not in use. The file cabinets are to be |ocated
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in a central area for easy access. J&C files of designated
inmates wll be physically accounted for quarterly (this
procedure is al so recommended for Remand files). A SENTRY
generated roster of the institution's designated i nmate
popul ation will be used to verify each file.

Once conpleted, the reviewing | SMstaff nenber will sign and date
the roster. It is to be maintained for two years.

503. ORGANI ZATI ON OF THE | NVATE JUDGVENT & COVMM TMENT FI LE

Refer to Attachnent A, Page 1, for the organization and necessary
docunents for the Judgnent & Commtnent file.

Each docunent within its sanme subset of docunents will be filed
chronologically frombottomto top. The nost recent docunent in
the subset will be on top, i.e., a new Notice of Action wll be
filed on top of the previous one within the set of all Notice of
Action(s).

The nost recent sentence conputation and good tine action sheet,
signed, dated, and audited, will be maintained in the J&C file.
Prior copies nust be kept if they provide a history leading to
the nost recent conputation. History may include jail credit,
nmodi fied parole eligibility dates, violator conputations, changes
in sentence structure, or satisfied prior commtnents.

504. ORGANI ZATI ON OF | NVATE JUDGVENT & COWM TMENT FI LE FOR
VI OLATORS OR STUDI ES

When a Parole, Special Parole Term Mandatory Rel ease, or

Supervi sed Rel ease Violator arrives at his or her designated
institution, ISMstaff will order the inmate’s conplete file from
the last institution of confinenment prior to release. This

i ncludes violators designated for Study and Cbservation or Mental
Conpet ency.

Al material relating to the original sentence conputation and
previous violator ternms for which the violator termwas inposed
will be retained in the J&C file.

Each docunment within its same subset of docunments wll be filed
chronologically frombottomto top wwth the nost recent docunent
on top. This format will be applicable to all files for inmates
commtted after the effective date of this policy. The original
fingerprint card fromthe original file will be kept in the J&C

file. Al other excess prior conmtment docunents wll be
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forwarded to Unit Managenent to include in the Inmate Centra
File.

505. PRODUCTI ON OF RECORDS | N COURT

Procedures governing the production of records in court may be
found in 28 CFR 16.21 Subpart B. Approval for production or

di sclosure is by the Attorney CGeneral or other appropriate
Departnent of Justice (DQJ) personnel.

| SM st aff who receive a subpoena, order, or other court demand to
produce records are encouraged to seek advice fromtheir
institution legal counsel, local US. Attorney’'s office, and from
t he Regi onal Counsel or Ofice of General Counsel prior to
processi ng. Questions concerning disclosable informati on nay be
directed to the Regional Counsel

When it is known that records will be required for introduction
into evidence, copies nust be prepared in advance to deliver to
the court. Inmate files will not | eave the custody of the person
subpoenaed to produce the records.

506. TRANSFER OF | NMATE FI LES

Upon receiving a request for an inmate file, ISMstaff wll
verify the requesting person’s identity prior to fulfilling the
request, unless the request is sent via Goupw se from anot her
Bureau facility. Such requests should contain the institution
mai |l ing address. Files sent between Bureau facilities or to CCM
of fices nust be mailed Certified Mail, Return Recei pt Request ed.

The followng information will be docunented:

how t he request was nade (tel ephonic, witten, etc.),
dat e,

tinme,

name of person contacted to verify requestor,

name of | SM staff person conducting the verification,
i nmat e’ s nane,

regi ster nunber,

address where the file is being sent, and

the certified mail nunber.

HEHEHHEHHEHRHEH

Institution staff are not authorized to provide actual files to
anyone outside the Bureau. |If a request of this type is

recei ved, contact the institution or regional |egal counsel for
di rection.

Requests for inmate files froma U S. Attorney nust be referred



PS 5800. 13
6/ 28/ 2002
Chapter 5, Page 4

to the appropriate Regi onal Counsel for determnation. |If the
Regi onal Counsel grants approval to mail a file to a U S
Attorney, the file will be sent via Certified Mail - Return

Recei pt Request ed.

The U S. Attorney will be notified that the file is not to be

rel eased to anyone, they are assumng full responsibility for its
integrity and saf ekeeping, and, they nust return it to the
sending institution. (It is advisable for the sending
institution to maintain a copy of the file in the event the
original is lost.) |If the inmate whose file has been requested
is serving a current federal sentence, the unit teamw || nake a
copy of the central file. |If the inmate is not serving a current
federal sentence, ISMstaff will make a copy of the central file.

The Regi onal Counsel is not authorized to allow files or their
contents to be sent to anyone other than a designated U S
Attorney. A photocopy, or certified copy of the file may be
substituted for the original at the requesting U S. Attorney’s
di scretion.

The 1SMis responsible for establishing a foll owup systemto
track the return of files sent to U S. Attorneys. The follow up
system nust |ist:

# t he nane and regi ster nunber of the file which was
provi ded,
# the date it was muail ed, and

# the nane of the U. S. Attorney requesting the file.

The certified return receipt is to be maintained in the foll ow up
file. The U S. Attorney will be contacted at three-nonth
intervals to determne the file’'s |ocation and the expected date
of return. These contacts will be docunented in the follow up
file.

Requests for rel ease of portions of records will be handled in
accordance with the Program Statenent on Rel ease of Information

507. FILE RETENTI ON AND DI SPOSAL DATES

Following an inmate's rel ease fromthe confinenent portion of a
sentence, all inmate records, except the J&C file, are to be
forwarded to the appropriate Unit Staff for inclusion in the
Inmate Central File. Once consolidated, the Innmate Central File
will be sent to ISMno |ater than 30 cal endar days fromthe date
the inmate rel eased.

VWhen the Inmate Central File is received, ISMstaff wll
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incorporate the J&C file. The outside of the Inmate Central File
will be marked with the year of expiration, including

supervi sion, and the disposal year of the file. These files wll
be maintained at the institution until the year of expiration,

i ncl udi ng supervision, when they are to be sent to the Federal
Records Center for disposal. |If spaceis |imted at the
institution, the SM or designee, may request the Federal
Records Center to accept files at an earlier date.

Files of Wtness Security inmates are to be forwarded to the
| nmate Monitoring Section in the Central Ofice.

File retention and di sposal dates wll be established as foll ows:

DI SPOSAL | TYPE OF FILE,
AUTHORI TY | SENTENCE OR RELEASE
RETENTI ON OR DI SPOSAL DATE

ESCAPE File kept at the | ast
designated institution until
the inmate i s apprehended or
deat h val i dat ed.

129-91-1 UNSENTENCED Rel ease date + 10 years.

129-77-11 NEW LAW SENTENCED - Rel ease date + supervision
NOT LI FE term+ 30 years.

129-77-11 NEW OR OLD LAW Schedul e upon receipt &

SENTENCED - LIFE INCL |verification of death
Ll FE SPECI AL PAROLE notice. Date of death + 30

years.

129-77-11 EXP WGI & EXP FT - Rel ease date + 30 years.
NO SPT

129-77-11 | Any type of EXP (WGT | Rel ease date + SPT term or
or FT) WSPT or Probation term + 30 years.
PROBATION to fol | ow

129-77-11 MANDATORY RELEASE - 180 day date + 30 years.
NO SPT

129-77-11 MANDATORY RELEASE - 180 day date + SPT +30
W SPT years.

129-77-11 PARCLE - NO SPT Full Term Date + 30 years.
PAROLE - W SPT Full Term Date + SPT + 30

129-77-11 years.
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DI SPOSAL TYPE OF FI LE
AUTHORI TY | SENTENCE OR RELEASE
RETENTI ON OR DI SPOSAL DATE
129-77-11 DEATH DURI NG THE TERM | Date of death + 30 years.
OF CONFI NEMENT
129-77-11 COWMM TTED 18USC 83651 | Rel ease date + probation
“SPLI' T SENTENCE” term+ 30 years.
129-89-6/1 | UNCHARGED MARI EL Rel ease date + 30 years.
CUBAN DETAI NEES
129-77-11 CONTRACT PRI SONERS Rel ease date + 30 years.
129-77-11 NON- FEDERAL PRI SONERS | Rel ease date + 30 years.
DC PRI SONERS Sane as federal prisoners.
The original DC file will be
kept intact and archived
with the BOP created files.
129-82-2 RELEASED FROM FC Expiration of Sentence + 30
ALDERSON years.
129-80-1 MATERI AL W TNESSES Retain locally and destroy.
AND UNCHARGED ALI ENS Rel ease date + three years.

COVMUNI TY CORRECTI ONS FI LES

JUDGVENT & COWMM TMENT FI LES
PROVI DED TO THE CCM BY AN

| NSTI TUTI ON FOR AN | NMATE AT A
CCC.

Return to the institution for
final processing within five
wor ki ng days after the
inmate’ s rel ease.

CCC GENERATED FI LES FOR
I NSTI TUTI ON TRANSFERS:

Mail file with the conpleted
rel ease paperwork, to the |ISM
at the parent institution,
within 21 days follow ng the
inmate’ s rel ease.

CCC CGENERATED FI LES FOR DI RECT
COURT COWM TMENTS:
(Di sposal Authority 129-77-11)

Files are maintained at the
CCM O fice until shipped to
the FRC, at |east once a year.
Rel ease date + supervision
term+ 30 years.

CCC GENERATED FI LES FOR
CONDI TI ON OF SUPERVI SI ON
PLACEMENTS AND COMMUNI TY
CONFI NEMENT CASES:

Mail to the supervising USPO
unl ess the Chief USPO
indicates in witing that the
file is not required.
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| NCOM NG | NVATE CERTI FI ED MAI L LOGS

Di sposal Authority NI1-129-00- Transfer to FRC one year after
30 | ast entry. Destroy 11 years
after last entry.

508. RETI REMENT OF FILES TO FEDERAL RECORDS CENTER ( FRC)

Files shipped to an FRC nust be filed al phabetically by year of
expiration of supervision. |If files with different years of
expiration are in the sanme box, the |atest expiration date wll
be applied to the entire box for disposal purposes.

A shi pping schedule will be agreed upon between the institution
and the appropriate FRC which provides file retirenent at | east
once a year. |If an institution has a limted storage space and
needs to send files prior to their expiration, arrangenents are
to be nmade directly with the FRC

Boxes for archiving nust be procured through the GSA Feder al
Supply Service. Specific instructions for file and box
preparation are avail able through the FRC. Accession nunbers
will be requested fromthe FRC prior to the shipnent of files.
These nunbers will be recorded on each box and on the Record
Transmttal and Recei pt (SF-135).

Accession nunbers for files transferred to the Washi ngton
Nat i onal Records Center in Suitland, Maryland nust be obtai ned
t hrough the Archivist, Central Ofice.

Once the FRC receives and processes a shipnment of files, a
| ocati on nunber is assigned. This nunber will be noted on a copy
of the SF-135 and returned to the institution.

Accession, |ocation, and box container nunbers will be placed on
t he back of the appropriate inmates card that is |ocated on the
per manent Record O fice index card system In the event a data
base systemis devel oped at the local level, the Union wll be
notified in accordance with the Master Agreenent.
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509. FEDERAL RECCORDS CENTER SERVI CES

Inmate files may only be retrieved fromFRCs by institution,
Regi onal or Central Ofice ISMstaff and CCMs. Odinarily the
file is requested fromthe parent institution who retrieves it
fromthe FRC. Notification to the parent institution nust be
made if another institution retrieves the file fromthe FRC
This allows the parent institution to account for the file.

A Reference Request-Federal Records Center (OF-11), is used to
request or return files to the FRC. The file s accession,

| ocation, and box nunber nust be provided with the request.
Files may be requested tel ephonically when an i mredi ate need
exi sts.

Bl anket perm ssion has been given to the FBI and the U S
Probation Ofice to review, on-site, all files at the FRC

They may not renove the files or docunents fromthe file. |SM
staff will give the file s accession, |ocation, and box nunber to
the requestor, for this purpose.

Requests nade under the terns of the Freedom of Information Act
(FO A and/or Privacy Act for material in stored files wll be
responded to by the FRC upon the parent institution’s direction.
An OF-11 is used for this type of request.

The FRC will al so respond to requests for:

# Certified copies of Judgment/Conm tment Order, Sentence Data
Record, and fingerprint card.

# Cl assification Study and Progress Reports.

# O her requested information that the institution determ nes
is rel easabl e.

# Tenporary or permanent use of a file to an authorized
requestor.

510. CERTI FI CATI ON OF RECORDS

Penitentiary Packets (Pen Packets). A state prosecuting attorney
may request certified copies of an inmate’ s federal conviction
record as proof of prior convictions. |SMstaff at the
institution having custody of the Inmate’s Central File wll
process a “pen packet” for this purpose.

The “pen packet” includes the foll ow ng:

Copy of the photograph,

Copy of fingerprint card,

Copy of Judgnent/Comm tnent Order, and
Certificate of Record form (BP-396).

EHRHRHH
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The ISMw Il sign as the Custodian of Records under the authority
of 18 U . S.C. 84004. |ISMstaff are authorized to witness the
manager’ s si gnature.

If the Inmate’s Central File has been archived, ISMstaff wll
request the file fromthe FRC, process the “pen packet,” then
return the file.

Records are to be exam ned carefully for conpl eteness prior to
copying. For those jurisdictions that require special seals or
certifications, |ocal procedures are to be established.

511. GENERAL RECORDS SCHEDULES ( GRS)

General Records Schedul es are mandatory for disposal of federal
records. GRSs conbined with disposal schedules of inmate files,
provi de di sposal authority for the majority of records the Bureau
gener at es.

When a record shows a disposal of "Submt SF-258" in the GRS, the
record will be fully identified and brought to the attention of
the 1 SM Adm ni strator or Archivist, Central Ofice. Centra
Ofice staff wll conplete the necessary SF-258 for subm ssion to
t he National Archives.

512. RETENTION OF | SM RECORDS OTHER THAN | NMATE CENTRAL FI LES

RECORDS RETENTI ON PERI CD
Marshal's & Transfer Receipts................. 3 years
Inmate Certified Mail Logs.................... 11 years
Certified Mail Return Receipts................ 1 year

(unl ess deened appropriate
for inclusion in the Central
or J&C file)

Master I ndex Cards........... ... Per manent
(Should the institution be
deactivated, contact the
| SM Adm nistrator, Central Ofice
for instructions.)

General Ofice Admnistrative Files........... 2 years
Program Review Files (I SM Departnent)......... 5 years
Bank Robbery Report........... ... .. .. ... ...... 2 years

Staff Rotation Schedule....................... 3 years
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CHAPTER 6
RECORDS OFFI CE FUNCTI ONS
601. SENTENCE COMVPUTATI ONS AND AUDI TS

The 1SMis to ensure that a SENTRY Monitoring Update

Judgnent /Warrant transaction is perfornmed on all designated
inmates within 48 hours of adm ssion (excluding Wekends and
Hol i days). When information is unavailable, “Unknown” may be
keyed in the related fields. The “How Comm tted” code, however,
nmust be entered.

An inmate’s sentence nust be conputed and audited inmediately if
the inmate is wwthin 30 days of the statutory rel ease date and
within five working days if the inmate is within six nonths or

| ess of the statutory release date. For terns six nonths or

|l onger fromthe statutory rel ease date, the sentence nust be
conputed and audited within 30 cal endar days.

An LIE or other Inmate Systens Managenent staff the | SM
authorizes wll conmpute the sentence. The conputation wll be
audi ted by:

C The 1SM for conplex and nultiple aggregations,

C The Assistant |ISM (AISM or designee for all other
sentences. (The Inmate Systens Supervisor (1SS) may audit
non- conpl ex conputations in those institutions w thout an
Al SM)

The LIE nust sign and date the hard copy of the conputation and
Good Tinme Data sheets when conpleted. The individual auditing
the file nust sign and date the sane sheets upon conpleting the
audit. Whenever a change is made to the conputation, these sane
procedures will be foll owed.

The Good Tine Data sheet (not a new conputation sheet) nust be
printed, audited and signed when updated. Any docunentation to
support the changes in the Good Tine Data sheet nust al so be
signed and dated (e.g., PD 15).

The hard copy of the conputation with original signatures wll be
placed in the J&C file. A copy is sent to Unit staff for
inclusion in the Inmate Central file and to the inmate.

a. Parole, Special Parole Term & Mandatory Rel ease Viol ators.
A SENTRY Sent ence Mnitoring | ndependent Sentence Conputation
wi Il be done on all parole and mandatory rel ease violators, upon
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arrival at the first Bureau institution (including hol dover
institutions).

The | ndependent Sentence Conputation must include credit for al
street time in order to project the inmate’s earliest possible
rel ease date. |If the results show an i mm nent or overdue rel ease
date, the U S. Parole Comm ssion (USPC) is to be notified and the
hard copy of the |Independent Sentence Conputation docunent ed.

The | ndependent Sentence Conputation will then be included in the
inmate's transfer packet, provided he/she is not an i nmediate

rel ease.

| SMstaff will calculate the violator termwthin five working
days fromthe date the Notice of Action (NOA) is received from
t he USPC.

When auditing violator terns, an audit of the original and any
related viol ator conputations nust be perforned.

b. Judgnent/Comm tnent Order. Prior to calculating an inmate’s
sentence, |SMstaff must carefully analyze the Judgnent and
Comm tnment Order to ensure it is in accordance with applicable
statutes and case law. Sentencing statutes are not always
applied consistently by the courts, therefore, it is inportant
for ISMstaff to research applicable policies, statutes, and
gui del i nes carefully.

Carefully review the O fense/ Charge Remarks on the Inmate Load
Data to ensure they reflect the court docket nunber(s),

of fense(s), and length of sentence. |f any discrepancies are
found, the remarks nmust be correctly updated. (See Program
Statenment, Security Designation and Custody C assification
Manual .)

In sonme cases, a court will enter an order that is contrary to
the Bureau's statutory interpretation. |f the order does not
involve the awarding of jail credit, then the Bureau nust

cal cul ate the sentence based on the Court order then wite a
letter, through the prosecuting Assistant U S. Attorney (AUSA),
seeking clarification fromthe court for the Warden’s signature.

The 1SM or designee is to prepare the letter. It nust:

C Include the inmate's commtted nane, register nunber, docket
nunber, and other pertinent information relating to the
case,

C Be addressed in a courteous nanner, and,
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C Convey to the Court that the Bureau is seeking assistance to
carry out the Court’s order properly and a response is
desired for clarification only.

A copy of the letter will be forwarded to the RI SA for conment
prior to subm ssion to the AUSA. A copy wll also be placed in
the J&C file for docunentation.

| f the order involves the awarding of jail credit that is
contrary to the Bureau’s statutory interpretation, |ISM staff nust
perform an | ndependent Sentence Cal cul ati on based upon the
Judgnent / Conm t mrent Order and one based upon Bureau' s statutory
interpretation. The RISA w Il then be contacted for guidance.

Certain cases do not coincide wth those covered by policy, nor

wi th previous | egal precedent the Bureau has accepted. |SM staff
are encouraged to suggest a possible solution when referring
unusual cases to the RISA. |If a case has national inplications,

the RISAis to refer the case to the Operations Section, Central
Ofice.

c. Verifying Court Orders. The authenticity of court orders nust
be confirmed before the ordered action is taken. Court orders
that are not verified through the U S. Marshal’s Ofice nust be
verified as follows:

C Tel ephone the Cerk of the U S. Court of issuance to verify
the order and its exact |language. |If the Cerk is
unavail abl e, tel ephone the AUSA or USPO in the district of
i ssuance. Verify the inmate's entire nane, docket nunber,
date of order, and court signature(s).

Not e on the Judgnent/Comm tnent Order the date verified,
nanme, title, and tel ephone nunber of the verifying person,
signature of the ISMstaff nmaking the inquiry, and nanme of
the institution. Wen verification of court orders or
nodi fi cati ons cannot be obtai ned, contact the RISA

C Ensure the U S. Court’s seal and the court clerk’s signature
have been affixed to the order and the judge’'s signature is
on the order in possession. Sonme orders are received by
facsimle machines with an electronic certification
attached. These orders wll|l be accepted after verbal
verification. A certified hard copy of all other orders
will be requested via U S. mil.

C For orders to vacate or nodify a sentence, conpare the
docket nunber(s) on the nodifying court order with the
docket nunber(s) on the original Judgnent/Comm tnent Order.
The nodi fying order nay only affect a portion of the
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sentence being served or a portion of a concurrent or future
term For this reason, it is inportant that the court’s
intent is clearly understood. |If the order is vague,

contact the Cerk of the U S. Court of issuance or AUSA for
clarification.

C In cases involving petitions for wits of habeas corpus,
when a court grants the petition or orders an inmate’s
rel ease, contact the Clerk of the U S. Court of issuance to
verify the order’s validity and exact |anguage. The
docunent ation verification procedures previously stated

apply.

C Requests for Production will be verified by contacting the
AUSA issuing the request. The docunentation verification
procedures previously stated apply.

C Judi ci al orders and recomrendations involving situations
ot her than sentencing, i.e. designations, furloughs,
conpassi onate rel ease, etc., nust be delivered to the Chief
Executive Oficer after review by the | SM

d. Source Docunents and Legal Reference Material. Conputing a
sentence i nvol ves using conpiled data to produce a reasonabl e and
| ogical interpretation of the sentencing court’s mandate. The
conpil ed data usually conmes from “source docunents” which
include, but, are not limted to Court Orders,
Judgnent / Comm t mnent Orders, Individual Custody and Detention
Reports (USM 129) for each geographical area the inmate was in
cust ody, correspondence relating to the sentence, jail credit, or
fines, Pre-sentence Investigation Reports (PSlI), USPC Notices of
Action (NOAs), Notices of Escaped Federal Prisoner, and
Unescorted Transfer and Conm tnent Cards.

In addition to source docunents, the |ISM nust have ready access
to the followng | egal reference material:

C Federal Rules of Crimnal Procedures, Title 18, Title 21
Chapter 13, Title 28 Chapter 175, and Title 46 Chapter 38
(paper back, non-annotated West Publishing),

C Title 28, Code of Federal Regul ations (Governnent Printing
Ofice),

C Title 8 U S. C is recommended for Detention Centers and
Jail Units with INS and pretrial detainee's (annotated -
West Publ i shing),

C Title 22 and Title 24, D.C. Code are reconmended for those
facilities which house D.C. Code violators,
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C Al'l Program Statenents and Operations Menoranda in the 1000
and 5000- 7000 series that pertain to the I nmate Systens
Managenent Departnent procedures and functions.

Departnents with i nmedi ate access to BOPDOCS or the Intranet
need not maintain paper copies of Program Statenents, and,

C United States Sentencing Conm ssion Quidelines Manual
(Governnent Printing Ofice).

These references will be in addition to any staff |legal materials
or the inmate law library and will be maintained as institution
property that will not be renoved. The ISMw Il ensure the above
materials are kept current and will check the BOPDOCS “CDLI ST or
"CDNEWS" to review any major policy changes.

e. Transfer Audits. [ISMstaff will conplete a transfer audit at
the inmate’s second designated institution. |If the sentence
conputation is correct as originally conputed, the auditor wll
stanp or mark “Transfer Audit” on the conputation and good tine
data sheets, then sign and date them If it is believed that the
original conputation is incorrect, the institution's RISA wll| be
contacted for final determ nation

Significant changes to the sentence conputation, as a result of
the RISA's final determnation, will be made, with a brief
explanation in the conputation’s Sentence Remarks section. New
sentence conputation and good tine data sheets will be printed,
signed, and dated by the conputing and auditing | SMstaff, and
pl aced in the J&C file.

Any witten docunentation fromthe RISA or a neno to the file
outlining the circunstance will be filed on the left side of the
J&C file, under the Correspondence Relating to Sentence or Jai
Credit section. Wen a determ nation cannot be nmade at the
Regional Ofice level, the RRSAis to contact the Operations
Section, Central Ofice.

If there is a detainer on file when an inmate is received in
transfer, ISMstaff at the receiving institution wll notify the
detaining authorities of the transfer by use of the Detainer
Action Letter.

If the inmate's Extra Good Ti ne has been projected on SENTRY, the
receiving facility will performthe Extra Good Ti ne Update
transaction to renove the inmate fromearning status as of the
day of arrival at the designated institution. However, the
inmate will remain in earning status if renoval fromthe
institution is due to the need for nedical treatnent, furl ough,

or a court appearance.
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f. Verification of Birth Date for Federal Juvenile Delinquency
Act (FJDA) Comm tnents. Probation or commtnent under the terns
of the FJDA may not extend beyond the juvenile's 21st birthday or
t he maxi mum term whi ch coul d have been inposed on an adul t
convicted of the sane offense, whichever is sooner, unless the
juvenile has attained his/her 18th birthday. In such cases,
probation or commtnent may not exceed the | esser of two years or
t he maxi mum term whi ch coul d have been inposed on an adul t
convicted of the sane offense. For this reason, birth dates on
FJDA cases nust be verified.

Oten, the U S. Probation Oficer will verify the date of birth
and report it inthe PSI. |If so, this is sufficient.

I f not, verification nmust be requested fromthe Bureau of Vital

Statistics in the state of birth. The request |etter nust

i nclude the birthplace, date clainmed and the full nanmes of both
parents. A fee is often charged for a records search. Paynent
of the fee is a legitinmate expense and nust be coordinated with
t he Fi nancial Managenent O fice.

g. Aliens. As a result of the Enhanced Institution Hearing
Progranms (1 HP) and other statutes regarding deportation of
aliens, nost foreign born inmates will know their deportation
status prior to their release fromtheir federal sentences. |INS
will nonitor inmates not designated into the Enhanced I HP via
SENTRY. The Crimnal Alien Programat FDC/ FClI Cakdale w ||
continue to designate aliens to this programat the end of the

i nmat es’ sent ences.

Aliens who are participating in the Enhanced IHP will have CVA
assignnents reflecting their current status. Case managenent
staff at the designated institution will enter the appropriate
CMVA assignnents into SENTRY. FDC/FCI Oakdale ISMstaff wll
enter the CMA assignnment for those aliens participating in the
Crimnal Alien Program at FDC/ FCl Oakdal e.

When a release audit is perforned on a file for an alien and no
determ nati on has been nade regardi ng deportation status, | ocal

I NS nust be contacted immediately to review the alien’s case.
Local procedures mnmust be established with appropriate INS offices
to review these type of cases.

h. Inmate Commtted and Legal Nanmes. The nane entered on the
Judgnent/ Comm tment Order is considered the coomitted nane to be
used by the inmate, as well as the Bureau. SENTRY nust reflect
the coomtted name, which may only be changed by an order from
the federal sentencing court. Court orders will be filed in the
J&C File in accordance with Chapter 5 of this Mnual
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Afile revieww |l be conducted on inmates with nultiple
judgnents. Based on the review a comnmtted name will be
sel ect ed.

. | nmates who are conmtted on a new judgnent, and have a
pending violation, wll have their commtted nane
reflect the nanme used on the new judgnent.

. | nmat es who are conmmitted as violators will retain the
name used on their original conmmtnent.
. | nmat es who are commtted to serve a violator term and

at the sane tine conmtted on additional judgnents
(whet her aggregable or not), will be admtted with the
name used on the original commtnent (prior to
vi ol ation).

. In conplex situations, or if further clarification is
requi red, contact the Regional |Inmate Systens
Adm ni strator (Rl SA)

Sone Judgnent/ Comm tnent Orders indicate “legal” nanes or “true”
names in addition to the conmtted names used in the crimna
case. A SENTRY code for “legal” nane has been established for
this purpose. The SENTRY “legal” name field nust be updated to
i nclude any of these types of nanmes the sentencing court

provi ded.

Additionally, inmates may adopt nanme changes in accordance with
religious affiliations or other lawful neans. It is the inmate’s
responsibility to provide the ISMwi th verifiable docunentation
of the name change which will be entered by staff in the SENTRY
“legal” nane field.

Nanes that are inflammatory, and contrary to the institution's
security or orderly operation are not acceptable. Wen a
religious nanme i s questionable, consultation with the institution
Chapl ain may be necessary. Wen an inmate’s nanme change is ot her
than by federal court order, the Warden has final discretion
whether to give it effect through Bureau records. [|nmates

di ssatisfied wth the Warden’s decision may file a forma

gri evance through the Bureau’ s Adm nistrative Renmedy Program

602. FINES AND COSTS

It is the ISMs responsibility to indicate on the SENTRY Sentence
Conmput ati on Record the existence of fine or cost penalties. They
are al so responsible for coordinating adm ni strative procedures
requi red of the Bureau to process the rel ease of inmates with
satisfied or unsatisfied fines and/or costs. (For any fines and
costs related to old | aw sentences, see the Program Statenent on
Fi nes and Costs.)
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| nmates wi shing to satisfy fines and costs nust contact unit
staff.

| SM staff nust verify with Unit staff that inmates wth fines
agree in witing, to establish a paynent schedule with the court
prior to being released to a period of supervised release [Title
18 U.S.C. 8§ 3624(e)]. A copy of the agreenent wll be retained
in the J&C file.

Supervi sed Rel ease Violators who had a fine inposed on the

original sentence will continue to have the fine on the viol ator
termunless there is docunentation indicating the fine has been
paid or the court has renoved or waived the fine. |SMstaff wll

| oad the original fine in SENTRY when conputing the sentence for
the violator term

|SMstaff will notify the U.S. Attorney in the sentencing
district of any inmate released with a fine that has not been
paid in full. This notification will be on the Notice to U S
Attorney of Release of Inmate Wth Crimnal Fi ne Judgnent
(BP-384).

A "new |l aw' inmate who refuses to set up a paynent plan with the
Probation O ficer through his or her unit team and does not have
supervision to followw Il be released fromcustody. However, a
"new |l aw' inmate will not be released if there is supervision to
follow, and the inmate refuses to agree to adhere to an

i nstal |l ment paynment schedule. |SM nust contact the RI SA for
consultation in these type cases.

603. ASSESSMENTS

The court, under 18 U . S.C. § 3013, is required to assess
convi cted defendants based on the offense cl assification.
O fenses are classified in 18 U . S.C. § 3559.

It is the ISMs responsibility to indicate on the SENTRY Sentence
Conmput ati on Record the existence of assessnents.

| SM staff ordinarily do not beconme involved with the collection
of assessnents and are not required to nmake determ nations as to
whet her the assessnents have been paid. Generally, the
assessnment wll be collected fromthe inmate prior to paynent of
any fines, as outlined in the Program Statenent on Financi al
Responsibility Program | nmate.

Cccasional ly, paynent of special assessnments may be a condition
of supervised release. There is generally a five year limtation
on paynent of assessnents at which tine, the court marks these
assessnments as uncollectible. |If the inmate refuses to pay a
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speci al assessnent during his or her incarceration, the unit team
w Il make the necessary notations even if five years have passed
since the judgnent.

604. COURT PROCEEDI NGS

a. Responses to Court Orders. \Wen inmates have grievances with
Bureau actions, they will use the Adm nistrative Renedy process
to seek relief. |If the relief sought is denied, the i nmate may
appeal to the Regional and Central Ofice.

Once denied by the Central Ofice, the inmate may file a petition
for relief with the federal court. Usually, the court issues a
show cause order requiring the Bureau staff to appear to present
to the court the reason(s) why the relief should not be granted.
In some cases a declaration is required.

It is critical for the ISMto work closely with institution |egal
staff and the U S. Attorney to ensure responses are prepared
appropriately and filed by the deadline(s) set by the court.

b. Testifying in Court. The |ISM or designee is often called
upon to represent the institution in court proceedings to testify
in support of sentence conputations, commtnment authority, or
chai n of custody.

As a witness, the | SMor designee nust be thoroughly prepared on
every detail of the case in which testinony is expected.

Meetings with the processing AUSA prior to giving testinony are
encouraged. Things to renenber when testifying in court include:

Dress well and be courteous,

Be attentive,

Thi nk before you speak,

Speak clearly,

Make sure you understand all questions addressed to you,
Answer all questions directly,

Be fair,

Be hel pful, not funny, and,

Never | ose your tenper.
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CHAPTER 7

DETAI NERS, | NTERSTATE AGREEMENT ON DETAI NERS, FOREI GN
DETAI NERS, AND WRI TS

701. | NTRODUCTI ON

The Interstate Agreenent on Detainers Act (1 ADA) allows the

di sposal of detainers | odged against inmates by jurisdictions in
states that are party to the agreenent. Either an inmate or a
state may initiate proceedings for this purpose. Under the |ADA
a jurisdiction having an untried indictnment, information, or
conpl aint | odged as a detainer nay secure tenporary custody of
the inmate for trial

The 1ADA is not nmeant to be the excl usive nmeans of obtaining an
inmate's custody for prosecution. A state may, with the Warden's
approval, obtain a prisoner by means of a wit ad prosequendum

702. DEFI NI TI ONS

a. Detainer. A formal request froma federal, state, or |ocal
jurisdiction for an inmate’s custody upon conpletion of a term of
imprisonnment. This definition includes requests for crimnal and
non-crimnal charges (e.g., material w tnesses, deportation,
probation/parole violator warrants, etc.).

b. Interstate Agreenent on Detainers Act (l1ADA). A statutory
provi sion authorizing "party states" to enter an agreenent, for
the disposition of “untried” charges, indictnents, informations,
or conplaints, which formthe basis of a detainer. The agreenent
applies to all detainers based on pendi ng charges | odged agai nst
an inmate by a "party state,” no nmatter when the detai ner was

| odged. The | ADA does not apply to probation/parole violators
(see Carchman V. Nash, 473 U. S. 716, 105 S.C. 340, 87 L.Ed.2ad
516 (1985)).

c. Charge. Any untried indictnent, information, or conplaint.

d. Notify. A formal request froma federal, state, or |ocal
jurisdiction for notification before an inmate's rel ease froma
termof inprisonment.

e. Party State. The United States of Anerica, the District of
Columbia, and any U. S. state or territory that has codified the
| ADA into its statutes. The states of Louisiana, M ssissippi,
and the Commonweal th of Puerto Rico, have not joined the IADA to
dat e.

703. LODGE NG A DETAI NER
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a. Requirenents. For a state or local authority to | odge a
det ai ner against an inmate in Bureau custody, including Bureau-
contracted private corrections facilities, the requesting
authority nmust provide a copy of the warrant/abstract along with
a cover letter requesting placenent of a detainer in its favor.

Ordinarily, the warrant/abstract should be certified, however, if
the requesting authority does not certify this docunent, |SM
staff nmust verify its authenticity wwth the requesting authority
via tel ephone and docunent the verification on the docunent.

If the warrant/abstract is received wwthout a letter requesting
pl acenent as a detainer, staff nust return the docunent(s) to the
i ssuing agency with instructions to forward a certified copy of
the warrant/abstract along with a cover letter. |SMstaff wll
use the Detainer Action Letter (DAL) (BPS-394) for this purpose.

Federal authorities are not required to provide certified copies
of the warrant/abstract to | odge a detainer in their favor. The
nature of the federal detainer, however, nust be clear on the
docunent ati on presented to the institution.

Wen a federal detainer is filed, ISMstaff will advise the
inmate of his/her right to a speedy trial under the provisions of
18 USC 3161. If at any time thereafter, the inmate inforns the
custodi an that they demand a trial, such person wll notify the
U S. Attorney or AUSA who filed the detainer pronptly. Forns
used for notifying inmates of the filing of the Federal detainer
based on untried charges, are usually sent with the USM s

detai ner request. |If not, notify the requesting USM

b. Inmate Systens Managenent (ISM Review. |SM staff nust
review the FBI RAP sheet and the PSI to |earn the existence of
any possi bl e pending charges or sentences. Wen possible pending
charges or sentences are indicated, ISMstaff will initiate an
inquiry by sending a DAL to the appropriate officials, usually
the Sheriff or Prosecuting Attorney. The |ISM or designee nust
sign the DAL.

Note: FBI Rap Sheets are requested when an inmate arrives at
his initial designation. Additional information may be
obt ai ned by submtting an NCI C request.

If no response is received within 30 cal endar days, a second DAL
will be forwarded. If no response has been received at the tine
of the release audit, a third and final request will be sent.

Al l DAL requests should include a business reply envel ope. Local

procedures nust be established to ensure the second DAL is sent
inatinely manner for all unanswered detainer inquiries. A copy
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of the DAL will be placed in the J&C file. Copies wll also be
forwarded to the appropriate unit staff for inclusion in the
Inmate Central File and to the inmate.

c. SENTRY Update. Wen a detainer or Request for Notification
is received, ISMstaff will update the inmate's current

comm tment status (Sentence Mnitoring, Update Current Conm tnent
screen) in SENTRY. Information |oaded in the remarks field nust
i ncl ude:

The requesti ng agency

Type of request (detainer or notify),

Char ge/ of f ense, and

Length of a sentence or violator term when avail abl e.

| SM staff will update the inmate's current comm tnent status each
tinme a detainer or notification is filed, renpoved, or changed.

704. U. S. MARSHALS SERVI CE (USMS) & | MM GRATI ON AND
NATURALI ZATI ON SERVI CE (I NS) DETAI NERS

Warrants are not required when the USMS or INS files a federal
detainer. Odinarily, USMS Form M 16 or INS Forml-247 is used
for this purpose.

| SM staff are encouraged to establish procedures with the |ocal
INS office in order to streanline receipt and verification of the
INS Form1-247. A DAL may be used for this purpose, however, if

| ocal procedures are established, appropriate distribution of the
| odged detai ner nust be followed within the institution.

705. U.S. PAROLE COW SSI ON WARRANTS

If a U S. Parole Conm ssion (USPC) warrant has been filed as a
detainer, ISMstaff wll begin the sentence only when the Notice
of Action (NOA) is received fromthe USPC. A copy of the DAL and
a conplete copy of the USPC warrant to include the warrant
application, will be forwarded for inclusion in the i nmate
central file. The USPC wll specify the date to begin the parole
violation termand ISMstaff will calculate the violator termas
comrenci ng on the specified date. Once cal cul ated, the warrant
must be renoved as a detai ner

The parole violation warrant wll not be executed until the date
the violator termactually begins. The original warrant will be
forwarded to the USPC as notification of the action, conplete

copies of the executed warrant will be forwarded to the unit team
for inclusion in the inmate’'s central file and filed/retained in
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the J&C file.
706. PRE- RELEASE NOTI FI CATI ON

No | ater than 60 days prior to an innate’ s rel ease, | SM staff

wll notify the agency that placed a detainer, usually via a DAL,
of the inmate’ s projected rel ease date. The authority filing the
detainer must notify the institution of its intent to take
custody of the inmate. It is the responsibility of the agency

pl acing the detainer to arrange with the | ocal |aw enforcenent
authorities when the need for an extradition hearing arises.

| f the requesting authority shows, in witing, it will not take
custody of the inmate, the detainer will be cancel ed, the warrant
W ll be returned, and the institution may continue with rel ease
pl anning. The unit teamw |l be notified of the renoval of al
detainers via DAL. |If the detainer is dropped within 30 days of
release, the unit teamw |l be notified of the action w thout
delay (ordinarily within the sane busi ness day).

If the filing authority has shown it will take custody, but on

t he day of schedul ed rel ease, chooses not to, the filing
authority nust provide witten docunentation of its intent. A
fax copy is adequate, however, ISMstaff will verify the docunent
and file it in the J& file. |If the filing authority cannot
provide witten docunentation, telephonic verification wll be
accepted and docunented accordingly. In either case, the inmate
Wil be released to the community, provided no other detainer has
been | odged agai nst the inmate.

If multiple detainers have been filed, custody will be offered
first to the earliest |odged detainer. All jurisdictions that
have | odged detainers are to be notified of the detaining
authority taking custody at release to allow those jurisdictions
tore-file their detainer(s). Federal detainers, excluding INS
deportation matters, will take priority over non-federal
detainers. Normally, INS wll not want custody of an inmate
until all state and federal crimnal nmatters have been sati sfied.

707. PAROLE TO A DETAI NER

When an inmate is granted parole to a detainer, all appropriate
staff nust refer to the conditions cited on the USPC Notice of
Action to ensure conpliance. Wen situations arise that are
unclear, ISMstaff nust contact the USPC for further direction.

708. EXTRADI Tl ON

An inmate’'s extradition fromone state to another will be the
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sole responsibility of the state in which the inmate is being

housed. The exception exists when an inmate files for

di sposition of charges under the provisions of Article Ill of the
| ADA.
Under Article 111, the inmate waives extradition rights, only for

t hose charges for which he is being renoved, and nmay be turned
over directly to the agency that placed the detainer.

Not e: Extradi tion hearings are not required in sonme
states. See Chapter 10 of this Manual for the
list of states not requiring extradition hearings.

If the inmate is due for release, has a detainer on file for an
out st andi ng charge or conviction, has not waived extradition, and
the local Sheriff refuses to take custody of the prisoner, |SM
staff nmust contact the Attorney Ceneral’s office in both the
state the inmate i s housed and the state that | odged the
det ai ner.

It must be made clear to the Attorney General’s office that the
Bureau is obligated, by statute, to release the inmate at the
expiration of the sentence and cannot violate any state
extradition |aw by releasing the inmate directly to the state
requesti ng cust ody.

709. | NVATE NOTI FI CATI ON AND RESPONSE

The | ADA applies to federal and state i nmates who have entered
upon a termof inprisonnment in an institution designated for
service of the sentence. Resolution of any untried charges may
be obtai ned through provisions of the Act. The portions of the
Act related to inmates confined in federal institutions are

i ncorporated as follows:

a. Availability. The IADA is not available for the inmate or
the prosecutor until the inmate arrives at the designated
institution for service of the sentence. Before reaching the
designated institution, the requesting agency nmay obtain custody
via a wit of habeas corpus ad prosequendum (see the Program
Statenent on Transfer of Inmates to State Agents for Production
on State Wit).

b. Notification. Article Ill(c) provides that the Bureau is
required to informthe inmate of all sources and contents of any
detainer lodged. ISMstaff will notify the inmate by conpl eting
and forwarding the Notice of Untried Indictnment, Information or
Conpl ai nt and Right to Request Disposition Form (BP-S235) to the
i nmat e.
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c. Inmate Appearance in Court. An inmate nay appear in state
court to dispose of pending charges under Article Ill of the
| ADA. |If a situation occurs that precludes an inmate’s rel ease

under this provision (i.e., medical condition, other pending
court actions, security concerns, etc.) the Regional Counsel and
the requesting agency will be consulted to discuss and resol ve
any conflicts.

710. | NVATE REQUEST FOR FI NAL DI SPGSI TI ON

Article 1l11(d) provides that once an i nmate has been notified of
the source and content of any detainer, and the innmate has
arrived at the designated institution, the inmate may request
final disposition of the charges for which the detainer is based.
By doing so, the inmate waives the right to contest extradition
for any charges that formthe basis of the request.

This waiving of extradition also applies to service of any
sentence that results, after conpleting the termof inprisonnent
in the sending state. Extradition procedures will apply
separately to charges unrelated to the | ADA charges.

a. Wiiver of Extradition. A Waiver of Extradition neans that
the receiving state may take custody of the inmate directly from
the institution, for those charges that the | ADA is based upon,
regardl ess of whether the state in which the institution is

| ocated would require that the inmate be released to its
jurisdiction to satisfy the extradition rules for its state.

b. Appointnment of Counsel. The inmate initiates final

di sposition of pending charges by conpleting the Inmate's Notice
of Place of Inprisonment and Request for Disposition of

I ndi ctnment, Information, or Conplaint form (BP-S236). It is
inportant that the inmate show on the BP-S236, his or her

desi gnat ed counsel or request the court to appoint counsel for
representation. |If the inmate needs assistance to conplete the
form institution staff nust assist.

c. Disposition of Charges. Once an inmate requests di sposition
of charges, ISMstaff will prepare the Certificate of |Inmate
Status form (BP-S238) and the O fer to Deliver Tenporary Custody
form (BP- S239) .

d. Required Paperwork - Distribution. I1SMstaff wll prepare a
Prosecutor’s Notification letter (see sanple - Exhibit 1) and
mail it along with the inmate's request for final disposition of
charges to the prosecuting official. This letter addresses the

prosecutor’s requirenment to send the Bureau the foll ow ng
conpl eted forns:
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. Agreenment on Detainers FormVl - Evidence of Agents
Authority to Act for Receiving State (BP-S564),
. Agreenment on Detainers Form VIl - Prosecutor's

Accept ance of Tenporary Custody O fered in Connection
with a Prisoner's Request for Disposition of a Detainer
(BP-S566), and

. Prosecutor Certification Form (BP-S565). A blank copy
must be included in the | ADA packet sent to the
pr osecut or.

The Prosecutor’s Notification letter nmust al so address any
security requirenents the Bureau deens necessary.

e. Notification to the Receiving State. |SMstaff nust notify
the followng of the inmate’ s request:

. Clerk of the Court, via certified mail, return receipt,
. Prosecuting Oficer, via certified mail, return

recei pt, and
. | ADA Conpact Adm nistrator, via First Cass Mil.

Copies of the forns, along with the cover letter are to be
forwarded to each of the above. |In addition, copies of the forns
and letters are to be placed in the J& file, Inmate Central

File, and a copy forwarded to the innate.

f. Additional Notifications. |ISMstaff will also mail, via
First Class Mail, a copy of the | ADA packet to any ot her
prosecutor and Cerk of the Court who has | odged a detainer from
the state in which the inmate's request for final disposition is
bei ng sent. The prosecuting officials nust be notified by an
acconpanying letter (see sanple, Exhibit 2) that all such
indictnments, informations, or conplaints, as listed on form

BP- S239, nust be di sposed of according to the provisions of
Article Il of the Agreenent.

g. Notification FollowUp. ISMstaff wll determ ne, tw weeks
after mailing, whether the | ADA packet has arrived at the proper
destinations and the institution has received the return
receipts. |If ISMstaff have not received a reply to the inmate’s
request for disposition wwthin 90 days, or to any letters of
notification sent to other jurisdictions in the state, |ISM staff
must contact the prosecutor and the State | ADA Adm nistrator in
the receiving state to learn the state’s intent for assum ng
tenporary custody (see sanple, Exhibit 3).

h. Return Receipts. The return receipts will be placed in the
J&C file and attached to copies of the appropriate | ADA forns.

| SM staff nust set up a retrieval systemfor tracking the two-
week followup date
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i. 180-Day Period. |If the inmate has not been brought to trial
within 180 days fromthe date prosecuting officials received the
| ADA packet, ISMstaff will correspond with the prosecutor (see
sanple, Exhibit 3) calling attention to the | apse of the 180-day
period. Only the state may authorize the renoval of its
detainer. The inmate nust address any request regarding a
possi bl e violation of the ADA to the appropriate state court.

j]. Before Tenporary Release to IAD. |[SMstaff will present and
explain the Inmate Acknow edgnent of Responsibilities form
(BP-S567), to the inmate when application is made for disposition
of charges pursuant to Article Ill of the I ADA, or when the
inmate is notified of a request for custody according to Article
|V of the | ADA.

If the inmate is inproperly released to the community by | ocal
authorities or inproperly transferred to any non-federal facility
or agency while under the | ADA process, this formrequires the
inmate to call the person designated on the BP-S567 (collect or

t hrough any ot her conmunication systens avail able) imediately,
upon the rel ease or transfer.

. | SM staff nust have the inmate sign the BP-S567 before
release to state agents under the ADA. |If the inmate
refuses to sign the acknow edgnent, staff nust advise
the inmate of the forms contents and docunent the
refusal to sign

. The Warden designates the contact person to be |isted
on t he BP-S567.
. | SM staff nust provide a copy of the BP-S567 to the

Control Center and the Operations Lieutenant. This
form provides the basis for accepting an inmate's
collect call. If the inmate is inproperly released to
the community, the contact person will instruct the
inmate to surrender to the nearest U S. Marshals
Service Ofice.

711. PROSECUTOR REQUEST FOR TEMPORARY CUSTODY

Article IV gives the prosecutor an opportunity to request
tenporary custody of an individual. The purpose is to resolve
the “untried” charges, which formthe basis of the associated
detainer. Odinarily, a prosecutor's request is received as an
Agreenent on Detainers FormYV, Request for Tenporary Custody

( BP- S568) .

Sonetines, a state wit of habeas corpus is issued. Wen this
occurs, and a detainer has been | odged, the state wit wll be
treated the sane as the Agreenent on Detainers FormV. Al
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previously stated procedures will apply.

Not e: If a detainer is on file for one jurisdiction and
another jurisdiction within the sane “party state”
files a state wit, the state wit will be treated
as an Article IV request and the inmate nust go
out “IAD’" on all.

a. 30-Day Period. Under the provisions of Article IV(a) the
Warden has up to 30 days to approve or disapprove the state's
request for tenporary custody. During this tinme, the inmte my
petition the Warden to di sapprove the state's request for

t enporary cust ody.

The Warden is not obligated to grant the inmate's request and may
use sone or all of the 30-day period to decide whether to grant
the state's request for tenporary custody. The 30-day period
begins on the date the prosecutor's request is received at the
institution.

b. Notice to the Inmate. Once the request for tenporary custody
is received fromthe prosecutor, the inmate will be provided a
copy of the Agreenent on Detainers FormV (BP-S568) or a copy of
the wit, which wll serve as official notification. Anytine
before the date the state accepts the inmate's custody, the
inmate may request final disposition of charges under the

provi sions of Article I11.

c. Required Paperwork - Distribution. After receiving the
Agreenent on Detainers FormV (BP-S568) fromthe prosecutor, |ISM
staff will prepare the follow ng:

. Certificate of Inmate Status (BP-S238),
. O fer to Deliver Tenporary Custody (BP-S239), and
. Prosecutor Certification Form (BP-S565). A blank copy

must be included in the | ADA packet sent to the
prosecut or.

These forms will be forwarded, wth the Prosecutor’s Request for
Tenporary Custody letter (see sanple, Exhibit 4), to the
prosecutor requesting custody. The letter nust state that the
offer to deliver tenporary custody is contingent upon receiving a
properly executed copy of the Agreenent on Detainers Form VI
(BP-S564) and the conpl eted Prosecutor Certification (BP-S565).

d. Notification to the Receiving State. |SMstaff nust send
copi es of BP-S238, BP-S239, and BP-S565 to any other prosecutor
and Clerk of the Court who has | odged a detainer within the sanme
state that requested tenporary custody. Al fornms will be mailed
via certified mail, return receipt.
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Copies of the forns, along with the cover letter are to be
forwarded to the receiving state's | ADA Adm nistrator by first
class mail. Copies of the forns and letters are to be placed in
the J&C file and the Innmate Central File, and a copy is to be
forwarded to the inmate.

712. CHALLENGES TO AN | NVATE' S | ADA RI GHTS

If an inmate says that his or her rights have been viol ated under
the ADA, the inmate will be advised to contact the state
authorities or his or her attorney. The Bureau does not decide
the validity of the detainer or violation of any | ADA provi sion.
Al detainers wll remain in full force and effect, unless and
until the charges fromthe "receiving state" are di sm ssed and/or
the receiving state authorizes, in witing, the renoval of the
det ai ner.

a. Return of Inmate Before Conpletion of Proceedings. |If the
inmate is returned to the “sending state” before the conpletion
of all state court proceedings, the “sending state” will honor
the “receiving state’s” request for tenporary custody.

Regardl ess of the outcone, the detainer will remain on file. The
original | ADA paperwork suffices to return the inmate to the

"receiving state." Requirenents applicable to the initial
tenporary transfer for custody wll still apply.
b. Re-filing of Charges. |If an inmate files for disposition of

charges and the state drops the detainer that forns the basis for
the inmate's request, the detainer will be returned to the
originating agency, maeking the inmate’ s | ADA request noot.

Once the detainer is renoved, all docunentation, except the

| etter requesting renoval of the detainer and the Place of

| mpri sonnment form (BP-S236), will be disposed of. |If the sane
agency wishes to re-file the sane charges later, it nmay do so,
and the detainer request will be honored and the inmate may again
request disposition of the charges under the | ADA

| SM staff nust verify any correspondence requesting a detainer’s
renoval .

c. State Wit Request - No Detainer on File. |If the state

W shes to issue a “state wit,” requests tenporary custody, and
does not file a detainer, the inmate may be rel eased via “state
wit.” (See Section 711 for note).

713. FOLLOWM UP OF TRANSFER

To ensure that inmates rel eased under the | ADA' s provi sions
remain in custody and are returned to the sending institution
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upon conpleting court proceedings, ISMstaff will contact the
authorities who have custody of the inmate, at two-nonth
intervals, to learn the inmate's status. These contacts are to
be docunented in the J&C file and incl ude:

Dat e of contact,

Nanme of person contact ed,

Current status of the inmate, and

Nane of the staff nenber making contact.

Upon the inmate’s return to the institution, this docunentation
may be discarded, if appropriate, at the discretion of the |ocal
| SM

714. FEDERAL | NVATES HOUSED | N NON- FEDERAL FACI LI TI ES

Federal inmates housed in non-federal facilities, i.e., state
concurrency cases and long term boarders, may request disposition
of “untried” indictnents, informations, or conplaints pursuant to
Article Il of the I ADA, provided those charges are | odged as
detainers with the authorities who are housing the inmate. Staff
at the non-federal facility are responsi ble for processing the

| ADA.

Al'l policies governing the state in which the inmate is housed
will be followed regarding the federal inmate. Simlarly, the
prosecuting officer can request a federal boarder’s tenporary
custody under Article IV of the | ADA provided a detainer is on
file and the charges which formthe basis for the detainer are
ot herwi se processed under the Agreenent.

Wen the CCM or RI SA receives a detainer, the original detainer,
and any ot her correspondence concerning the detainer will be
forwarded to the state facility housing the inmate. When
applicable, the Bureau is to maintain a copy of the detainer
paperwork in the J&C file.

When the | ADA's provisions arise for federal prisoners boarded in
the States of M ssissippi, Louisiana, or the Conmonweal th of
Puerto Rico, the CCMor RISA will contact the appropriate

Regi onal Counsel for further instruction.

715. STATE BOARDERS HOUSED | N BUREAU CUSTODY
Al'l requests for disposition of charges by the inmate or a
prosecutor's request for tenmporary custody of an inmate placed as

a State Boarder in a federal facility, wll be processed in the
same manner as if the State Boarder was a federal prisoner

716. FORElI GN DETAI NERS
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If information indicates an inmate may be wanted in a foreign
country, (i.e., foreign crimnal charges, escape froma foreign
prison, etc.), ISMstaff will nmake a witten request to the
Operations Section, Central Ofice, to investigate possible
pendi ng foreign charges. The request nust include the source
docunent that is the basis of the inquiry.

Once received, Central Ofice ISMstaff will review and forward
the request to the Director, OA  Followup procedures and tine
franmes will be the sane as for donestic DALs.

If the inmate is wanted in a foreign country, the foreign country
files a request for extradition with the Director, OA OA then
contacts the International Coordinator at the appropriate U. S
Attorney’'s O fice who assigns an AUSA to handl e extradition
proceedi ngs through the Federal court.

|f the court determnes the inmate is to be extradited to the
foreign country, it will issue an Order of Extradition or
warrant, to be filed with the U S. Marshal’s Service (USM5) as a
det ai ner.

717. FEDERAL WRI TS AND REQUESTS FOR PRCDUCTI ON

Federal Wits of Habeas Corpus and Requests for Production are

i ssued by the court and U.S. Attorneys. The purpose is to bring
confined individuals to court for hearings on issues concerning
the legality or conditions of confinenent, nodification of a
sentence, new prosecution, or as a wtness to give testinony.

Cvil and Crimnal Wits of Habeas Corpus fromthe D.C. Superior
Court will be considered and processed as Federal Wits.

| SM Staff nmust contact the issuing court or U S. Attorney to
verify the authenticity of the wit or production request. The
verification will be noted on the docunent itself and wll
include the date and signature of the staff nenber naking the
verification and the nanme of the court official providing the
verification. Sone |ocal courts may not verify the authenticity
of wits. In these cases, contact the RI SA for further guidance.

If the institution has not previously received a copy of the wit
or production request, the agent directed to assune custody nust
present it upon arrival to the institution. Odinarily the agent
will be a Deputy U S. Marshal fromthe district in which the
inmate is located. |If the wit/Request for Production calls for
appearance in another district, transportation is arranged by
Prisoner Coordination of the U S. Marshals Service.

At two nonth intervals, | SM staff will contact the custodi al
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authorities to determne the inmate’s status. Upon the inmate’s
return to the institution, this docunentation may be discarded,
if appropriate, at the discretion of the |ocal |SM

718. STATE WRITS

The Warden nmay authorize an inmate to be released on wit for
production in state court. |If the production is for a civil case

pursuant to a Wit of Habeas Corpus ad Testificandum the rel ease
nmust al so be cl eared through the Regi onal Counsel

All authorized releases via state wit will require ISMstaff to
verify the authenticity using the sanme procedures as for a
federal wit. (See the Program Statenents on Transfer of |nmates
to State Agents for Production on State Wits and Rel easing
Inmates to a Transporting O ficer via Escort or Bus.)

The Rel ease Authorization (BP-392) will serve as the receipt of
the official taking custody of the inmte being rel eased on a
wit.

| nmates who are rel eased on wit or Request for Production, under
the provisions of 18 U S.C. §8 3621(D), will remain in custody and
will be returned to the sending institution when court
proceedi ngs are conpleted. At two nonth intervals, |SMstaff

wi Il contact the custodial authorities to determne the inmate’s
status. All contacts wll be docunented in the Inmate Remand or
Comm tnent File.

Each institution will establish their own procedures to docunent
t he date, phone nunber, nane of person contacted, and the
inmate’s current status. Upon the inmate's return to the
institution, this docunentation may be di scarded.
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PROSECUTOR S NOTI FI CATI ON ( SAMPLE LETTER)

( DATE)
PROSECUTOR S NAME
TI TLE
STREET ADDRESS
G TY, STATE ZIP CODE

RE: | NVATE NAME
| NVATE REG STER NO.
STATE CASE/ REFERENCE NO

Dear PROSECUTOR S NAME:
The above referenced defendant has requested di sposition of

pendi ng charges in your jurisdiction pursuant to the Interstate
Agreenent on Detainers Act (1 ADA). Necessary fornms are encl osed.

W request action be taken under Article Il of the | ADA and
| ADA Forns VI, "Evidence of Agents' Authority to Act for
Receiving State" and VII, "Prosecutor's Acceptance of Tenporary

Custody O fered in Connection with a Prisoner's Request for

Di sposition of a Detainer"” be submtted to us, as necessary. The
two (2) persons who are the designated agents to return the
prisoner to your State nust al so be the persons whose signatures
appear on the FormVl, BP-S564. It would be advisable to

desi gnate alternate agents whose signatures nust al so appear on
the 1 ADA Form VI, BP-S564, in the event the prinmary agents are
unable to make the trip. Al so be advised that the designated
agents nmust have in their possession a copy of the | ADA Form Vi
BP- S564, proper identification, and a certified copy of the
warrant when assum ng custody of the prisoner. Any questions
regarding this procedure may be directed to the individual |isted
bel ow or the Agreenent Adm nistrator for your State.

| nmates who are tenporarily transferred pursuant to the | ADA
remai n under the primary jurisdiction of federal authorities.
Shoul d you accept tenporary custody of this innmate, we wish to
rem nd you that under Article V(e) of the | ADA, you are required
to return the above nanmed inmate to this institution after
prosecution on all pending charges. Wile this inmate is in your
tenporary custody, he or she will be held in a suitable jail that
nmeets the | evel of security required by the Bureau of Prisons.
In addition, security requirenents for the inmate (e.g., type of
restraints, nunber of escorting staff, who may transport, etc.)
must be nmet. Any problens associated with this i nmate nust be
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PROSECUTOR S NOTI FI CATI ON
Page Two
RE: | NMATE' S NAME

reported to the individual listed below. This inmte may not be
rel eased on bail or bond while in your custody. Additionally,
this inmate is not to be commtted to a state correctional
institution for service of any state sentence(s) that may be

i nposed because of your prosecution.

To help us with processing, please fill out the encl osed
certification formand return to us before scheduling a date for
assum ng cust ody. Upon conpl etion of the State proceedi ngs
contact this office to schedule a date for the inmate's return to
federal custody.

| f you have any questions on this matter, please call: |SM
NAVE AND TELEPHONE NUVMBER
Si ncerely,
CEO S NAME
IS/
NAME

| NMATE SYSTEMS MANAGER
Encl osures: BP- Forms S236, S238, S239
BP- S565, Prosecutor's Certification Form

cc: Cderk of Court
State | ADA Adm ni strator
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OTHER PROSECUTOR S NOTI FI CATI ON ( SAMPLE LETTER)
( DATE)

PROSECUTOR S NAME

TI TLE

STREET ADDRESS

Cl TY, STATE ZI P CODE

RE: | NVATE NAME
| NVATE REG STER NO.
STATE CASE/ REFERENCE NO

Dear OTHER PROSECUTOR S NAME

The above referenced defendant has requested di sposition of
pendi ng charges in (ORIA NAL JURI SDI CTI ON) pursuant to Article
1l of the Interstate Agreenent on Detainers Act (I ADA).
According to Article Il1(d), the inmate's request also is a
request for disposition of the charges in your jurisdiction
| odged as a detainer. Consistent with the sanme Article, copies
of the appropriate forns are enclosed. You should contact the
prosecuting official named above to arrange for a transfer of
custody once trial is had in their jurisdiction. Any questions
regarding this procedure may be directed to the individual |isted
bel ow or the Agreenent Adm nistrator for your state.

| nmat es who are tenporarily transferred pursuant to the | ADA
remai n under the primary jurisdiction of federal authorities.
Shoul d you accept tenporary custody of this inmate, and are the
| ast to prosecute the inmate anong those eligible to do so, you
will be required to return himor her to this institution after
prosecution of all pending charges that formthe basis for your
detainer (Article V(e)). VWhile in your tenporary custody, the
inmate nust be held in a suitable jail that neets the |evel of
security required by the Bureau of Prisons. |In addition,
security requirenents for the inmate (e.g., type of restraints,
nunber of escorting staff, who may transport, etc.) nust be net.
Any probl enms encountered with this inmate nust be reported to the
individual listed below. This inmate nmay not be rel eased on bai
or bond while in your custody. Additionally, this inmate is not
to be conmtted to a state correctional institution for service
of any state sentence(s) that may be inposed because of your
prosecuti on.
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OTHER PROSECUTOR S NOTI FI CATI ON
Page Two
RE: | NMATE' S NAME

To help us with processing, please fill out the encl osed
certification formand return to us before scheduling a date for
assum ng cust ody.

| f you have any questions on this matter, please call: |SM
NAVE AND TELEPHONE NUVBER
Si ncerely,
CEO S NAME
IS/
NAME

| NVATE SYSTEMS MANAGER

Encl osures: BP- Forms S236, S238, S239
BP- S565, Prosecutor's Certification Form

cc: Cerk of Court (COUNTY)
(ORI G NAL PROSECUTOR S NANME)
State | ADA Adm ni strat or
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ARTI CLE |11 FOLLOW UP ( SAMPLE LETTER)
( DATE)
PROSECUTOR S NAME
TI TLE
STREET ADDRESS
CI TY, STATE ZI P CODE

RE: | NVATE NAME
| NVATE REG STER NO.
STATE CASE/ REFERENCE NO

Dear PROSECUTOR S NAME:

The above naned subject applied for final disposition of pending
charges pursuant to the Interstate Agreenent on Detainers Act

(1 ADA) which application was received in your office on (DATE)

As you are aware, under Article Ill of the I1ADA, Inmate (NAMVE) is
to be brought to trial on these charges wthin 180 days fromthe
date the forns were received in your office as noted on the

certified mail receipt. It appears that Inmate (NAME) has not
been brought to trial on the charges specified in your detainer
and the 180-day period will |apse on (DATE)

| woul d appreciate hearing fromyou at your earliest conveni ence
as to your state's intentions in this case. Further arrangenents
may be made by contacting nme at ( TELEPHONE NUVBER)

Si ncerely,

/'S
NANVE
| NVATE SYSTEMS MANAGER
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PROSECUTOR S REQUEST FOR TEMPORARY CUSTCDY ( SAMPLE LETTER)

( DATE)

PROSECUTOR S NAME

TI TLE

STREET ADDRESS

Gl TY, STATE ZI P CODE

RE: | NVATE NAME
| NVATE REG STER NO.
STATE CASE/ REFERENCE NO

Dear PROSECUTOR S NAME:

I n response to your request for tenporary custody pursuant
to the Interstate Agreenent on Detainers Act (1ADA), applicable
forms are encl osed. Please be advised subject has been notified
of your Request and has been given 30 days in which to contact
the Warden of this institution as to any reasons why he should
not be produced in your State pursuant to the Agreenent.

Thi s 30-day period, provided under Article IV(a), expires on
(DATE). Any court proceedi ngs nust occur after this date.
Please remt to this office conpleted Forns VII, "Prosecutor's
Accept ance of Tenporary Custody Ofered " and VI, "Evidence of
Agent's Authority to Act for Receiving State.”

The persons desighated as agents to return the prisoner to
your State nust al so be the persons whose signatures appear on
the | ADA Form VI, BP-S564. Nam ng alternative agents would be
advi sable in case your primry agents cannot make the trip. The
alternate agent's signatures should al so appear on the | ADA Form
VI, BP-S564. Also be advised that the designhated agents nust
have in their possession a copy of the warrant when assum ng
custody of the prisoner.

| nmates who are tenporarily transferred pursuant to the | ADA
remai n under the primary jurisdiction of federal authorities.
Shoul d you accept tenporary custody of this innmate, we wish to
rem nd you that under Article V(e) of the | ADA, you are required
to return the above nanmed inmate to this institution after
prosecution on all pending charges.

VWhile this inmate is in your tenporary custody, he/she wll
be held in a suitable jail that neets the level of security
required by the Bureau of Prisons. In addition, security
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PROSECUTOR S REQUEST FOR TEMPORARY CUSTODY
Page Two
RE: | NMATE' S NAME

requirenents for the inmate (e.g., type of restraints, nunber of
escorting staff, who may transport, etc.) nust be net.

Any problens associated with this inmate nust be reported to
the individual listed below This inmate may not be rel eased on
bail or bond while in your custody. Additionally, this inmte is
not to be commtted to a state correctional institution for
service of any state sentence(s) that may be i nposed because of
your prosecution.

To help us with processing, please fill out the encl osed
certification formand return to us before scheduling a date for
assum ng cust ody.

| f you have any questions on this matter, please call: |SM
NAVE AND TELEPHONE NUVMBER

Si ncerely,
CEO S NAME
IS/

NANVE
| NVATE SYSTEMS MANAGER

Encl osures: BP- Forms S236, S238, S239
BP- S565, Prosecutor's Certification Form

cc: Cderk of Court
State | ADA Adm ni strator
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CHAPTER 8
ESCAPE FROM CONFI NEMENT AND EXTENDED LI M TS OF CONFI NEMENT
801. ESCAPE FROM CONFI NEMENT

VWhen an inmate escapes froman institution, the |local FBI office
and | ocal |aw enforcenent agencies nust be notified and furnished
with details of the escape and the escapee’s identity in
accordance with the National Menorandum of Understandi ng ( MOU)
and any other |ocal procedures that may be established. To
provide this notification, |ISM nust prepare a Notice of Escaped
Federal Prisoner (BP-393). The notice will be produced in
sufficient quantities to provide copies to all concerned agencies
and the original filed in the J&C file.

The SENTRY Update Jail Credit/Inop Tine transaction wll be
updated to show the inmate’s sentence is in “inoperative” status
as a result of the escape.

If an inmate escapes while tenporarily rel eased from cust ody
(furlough, wit, etc.), it is the releasing institution’s
responsibility to update SENTRY to reflect the change in rel ease
status to escape. Wen an inmate escapes froma hal fway house,
procedures to follow are contained in the CCM Manual

After conpletion of the required paperwork, the inmate central
file and nedical file will be forwarded to the ISM where it wll
be maintained until the inmate i s apprehended and redesi gnat ed.

802. APPREHENS| ON

When official confirmation of apprehension is received, the

of fices which were originally notified of the escape wll be
advi sed of the apprehension. [SMstaff will reissue the Notice
of Escaped Federal Prisoner (BP-393) with the notation

" Appr ehended"” stanped or printed on the form The original
BP-393 will be retained in the J& file, with a copy placed in
the Inmate Central File, which is maintained in the Records
Ofice until the inmate is redesignated.

Once the escapee’s location is known, the ISMw Il contact the
USMin the district the inmate is located. A request will be
made for the USMto place a detainer against the inmate and
request a designation fromthe appropriate Regional Ofice when

the inmate returns to federal custody. The request wll include:
C the inmate's commtted nane and regi ster nunber,
C the facility and circunstance fromwhich the escape

occurred,



PS 5800. 13
6/ 28/ 2002
Chapter 8, Page 2

dat e of escape,

sentencing district,

of f ense,

total |length of sentence,

time remai ning on the confinenent portion of the
sentence, and

C the inmate's | ocation.

O0O0O0O0

If the inmate is being prosecuted in federal court for the
escape, a designation need not be requested until after
sentenci ng on the escape charges.

803. ESCAPE FROM EXTENDED LI M TS OF CONFI NEMENT

An inmate has failed to remain within the extended limts of
confinenent if he/she:

C wWillfully failed to return while on pass froma CCC
furlough or other authorized comunity-based program

C is arrested by state or local authorities as a result
of crimmnal activity,

C isinthe extended |imts of confinenment and is
arrested by Federal authorities as a result of
crimnal activity,

and wil|l be placed on escape status as per the provisions of
18 U.S.C. §8 4082(a) or 18 U.S.C. § 4082(d) (repeal ed).

804. ESCAPE FROM A COMMUNI TY BASED PROGRAM

Once the escape has been verified, institution staff or Conmunity
Corrections Managenent (CCM staff will place the inmate in
escape status. Wen the inmate escapes while en-route to another
federal or contract institution, the sending institution wll
change the rel ease status in SENTRY to reflect "escape."

The inmate's sentence will be nade inoperative in SENTRY as of
the day follow ng the escape (any portion of a day in custody
counts as a full day for credit purposes).

When an inmate escapes while on furlough/transfer to a CCC, the
sending institution will notify the FBI inits district. Wen an
i nmat e escapes while housed in a CCC, the responsi ble CCM st aff
will notify the FBI in their districts.

Upon notification of an inmate's escape fromextended limts of
confinenent, staff at the sending institution or CCC will prepare
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an incident report and conduct a disciplinary hearing in the
i nmat e' s absence.

The parent institution (or CCM Ofice for direct court
commtnents) will consolidate and retain the J& file, Inmate
Central File, Health Record, and Education file. Once the inmate
has been returned to the Bureau’s custody, the consolidated file
will be requested and forwarded to the designated institution.

The U S. Attorney's Ofice in the district of the intended
receiving institution is responsible for prosecuting the inmate
for the escape.

If a VictimWtness Protection case escapes, proper notification
procedures are to be made as outlined in the Program Statenent on
Victimand Wtness Notification.

805. NON FEDERAL ARREST

If an inmate fails to report to the designated institution or
facility, the sending institution in the case of institution
transfers, or the CCMoffice in the case of arrest while assigned
to a Coormunity Corrections Center, will place the inmate in
escape status in SENTRY. |[|f an arrest occurs while on an

aut horized community based activity, the CCMw || place the
inmate in escape status in SENTRY.

The sentence conputation will be made i noperative in SENTRY on
the date the inmate was to report or return. |[|f however, the
inmate was in federal custody earlier that sanme day, the sentence
conputation will be made inoperative as of the foll ow ng day.

|f state or local authorities release the inmate and he or she
returns to federal custody within one full day of the initial
escape, the escape status will be nullified and the SENTRY
sentence conputation will be updated accordingly.

Shoul d an inmate be prosecuted and found guilty of an offense by
a state or local court, the institution or CCM office that placed
the inmate on escape status may recomrend to the Regi onal

Director that the non-federal institution where the inmate is
currently confined be designated as the place to serve the
federal sentence. (See Program Statenent on State Institution
for Service of Federal Sentence, Designation of).

The recommendation to the Regional Director nust include a
suggested date on which the designati on shoul d becone effective.
The Regional Director may not designate a date which is earlier

than the date the non-federal arrest occurred. Odinarily, this
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recommendation will not occur when the innate is arrested as a
result of new crimnal activity.

When the inmate is tried and acquitted or the charges are

di sm ssed, and the inmate is returned to federal custody, a
recomendation for a "nunc pro tunc" designation may be forwarded
to the Regional Director for consideration. |If the "nunc pro
tunc" designation is approved and includes all tinme spent in
non-federal confinenent, the inmate's escape status nust be
nullified and full credit given for tine spent in non-federal
custody fromthe date of non-federal arrest (designated by the
Regi onal Director) through the date the inmate was returned to
federal custody.

If an inmate is detained or arrested briefly (less than one ful
day) for questioning as a result of a m staken identity or other
error, the institution or CCM office which placed the inmate in
escape status will nullify the inmate’s escape status. The
inmate will be given full credit for time served while detained
or arrested. Wen the inmate is arrested and detai ned m stakenly
for any tinme |longer than one full day, the RISA will be contacted
for gui dance.

Shoul d the inmate be arrested and detained on a prior non-federal
judgnent, the institution or CCM of fi ce which placed the i nmate
on escape status may reconmend to the Regional Director that the
state institution be designated as the place in which the federal
sentence is to be served. Should the state institution be

desi gnated for continued service of the federal sentence, the
escape status will be nullified and full credit given fromthe
date designated by the Regional Director.

Once the non-federal institution is designated as the place in
whi ch the federal sentence is to be served, the federal
institution or CCMoffice will transfer custody by preparing a
Transfer Order for concurrent and conti nued service of the

f ederal sentence.

The transferring institution or CCMoffice will forward the
Transfer Order and original J& file to the appropriate RI SA

The RI SA nmust ensure that the letter to the USMS (see Program
Statenent on State Institution for Service of Federal Sentence,
Designation of) is forwarded to the appropriate district,
requesting that a detainer be placed until the inmate reaches the
federal rel ease date.

806. FEDERAL ARREST
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| f federal authorities arrest an inmate during an authorized
ext ended absence, the inmate's sentence will continue to run and
he/she will not be placed on escape status.

Should the inmate be arrested after an authorized absence
expires, but, prior to one full day of inoperative tine, the
inmate's sentence continues to run. The innate will be renoved
fromthe escape status.

If an inmate has al ready been placed in escape status for nore
than one day (for other than a new arrest), and is subsequently
arrested for an offense other than escape, the sentence wll
recommence on the federal arrest date. The inmate will be
removed from escape status, however, is subject to admnistrative
sanctions for the prohibited act of escape.

Wen the federal arrest is a result of new crimnal activity, the
i nmate may be considered an escapee within the nmeaning and intent
of 18 USC 4082(a) and 18 USC 4082(d) (repeal ed).

807. COWPLEX SI TUATI ONS

Conpl ex situations will be referred to the RISA for direction.
The RISA wll then consult with Regional Counsel and Correctional
Prograns staff before recommending a course of action to the
Regional Director. |If the issue is unable to be resolved at the
Regi onal |evel, contact the Operations Section, Central Ofice.
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CHAPTER 9

FBI FI NGERPRI NT CARDS, ARREST RECORDS, BANK ROBBERY- BURG.ARY
SUSPECTS REPORTS, AND FBI DI SCLOSURE OF NCI ¢/ CCH RECORDS

901. FI NGERPRI NT CARDS

Fingerprints are taken of all inmates remanded or commtted to
Bureau custody. A full set of fingerprints, Form FD 249, nust be
on file for every individual (including Juvenile Justice and

Del i nquency Prevention Act (JJDPA) cases). This set will be
retained in the Inmate Renmand or J&C file and wll acconpany the
inmate on any transfer to another Bureau institution.

I dentification data, along wwth staff and inmate signatures, wll
be entered on all fingerprint cards. Wen required, one
conpleted card, for inmates with fel ony and m sdeneanor charges,
will be mailed to the FBI within five working days after
conmmi t ment .

Two full sets of fingerprints will be taken on the initial

comm tment of designated (A-DES) inmates. This includes state
boarders, D.C. Code offenders, mlitary and territorial
prisoners, violators, and escapees upon their return to custody.
(The notation "Return from Escape"” nust be included in the
"Charge" bl ock on escapees upon their return to custody.) Both
cards are to be conpleted in their entirety wwth one card
submtted to the FBI. The SENTRY |Innmate Label transaction may
not be used on the card sent to the FBI

One full set of fingerprints will be taken on the initial
commtnent of Immgration and Naturalization (A-INS), Mterial
Wtness (A-MAT), Hol dover (A-HLD), Pretrial (A-PRE), and un-
sentenced study case inmates. These cards will not be submtted
to the FBI, therefore, the use of the SENTRY | nmate Label
transaction is authorized.

For Pretrial inmates sentenced to “tine served,” one additional
set of fingerprints will be taken prior to the inmate’s rel ease.
Both cards will be conpleted in their entirety with the unl abel ed
card submtted to the FBI

If a full set of fingerprints are on file for an inmate received
as a transfer, detainer or wit return, or holdover, a right
thunmb print will be taken on the |ower portion of the fingerprint
card and conpared to the original full set of fingerprints to
identify the inmate.
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Previous transfer fingerprint cards, excluding the initial full
set of fingerprints, will be purged fromthe file. Wen the
SENTRY | nmat e Label Transaction is used, the information |listed
will be verified with the inmate when the fingerprints are being
t aken.

A full set of fingerprints will be submtted to the FBI on a
transferred inmate if the current offense for which the inmate is
incarcerated is not |isted on the Fingerprint Identification
Record or if the FBlI nunber is unknown.

Fi ngerprint procedures for inmates under the custody of the U S
Probation Ofice or in contract facilities are outlined in the
Communi ty Corrections Manual and/or the JJDPA Program Statenent.

Fingerprint cards for inmates in the Wtness Security Program
wi |l be conpleted and processed in accordance with the Central
| nmat e Moni toring Manual

902. COWPLETI NG THE FBI FI NGERPRI NT CARD

State Usage - | eave bl ank.

Nane - inmate’'s commtted nanme in the order indicated.
Signature of Person Fingerprinted - inmate’ s signature
Social Security Number - if not known, print or type in
the word ?unknown”, if nultiple Social Security
Nunber’s, list additional nunmbers under Additional

I nformation/Basis for Caution Section.

Ali ases/ Maiden - |list any additional nanmes, if none are
known, print or type in “unknown”. Use the Additional

I nformation/Basis for Caution Section, if nore space is
needed.

FBI Number - if unknown, print or type in “unknown”.
State Id - state id nunber if known.

DOB - if nultiple dates |ist additional dates under

Addi tional Information/Basis for Caution section.

Sex - Mor F. Transvestite, cross dresser, or sex
change shoul d be |isted under Additional

I nformation/Basis for Caution Section.

# Race -

* HHHH

O OHHH

. A
. B

Asian - includes Pacific |Islander

Bl ack

Native American - includes Al askan native and
Eski nD

Caucasi an - includes Mexican, Puerto Rican,
Cuban, Central and South American and any

ot her of Spanish culture or origin “regardl ess
of race.”

=
I
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# Hei ght - three characters, i.e., 509 - 5 feet 9 inches,
no fractions.

# Wei ght - three characters, no fractions.

# Eye Color - three characters.

BLK - Bl ack BLU - Bl ue BRO - Brown
GRY - Gey GRN - Green HAZ - Hazel
MAR - Maroon PNK - Pi nk XXX - Unknown

# Hair color - three characters
BAL - Bald BLK - Bl ack BLN - Bl ond
BRO - Brown CGRY - Gey RED - Red
SDY - Sandy VH - Wite XXX - Unknown

# Date of Arrest - Date of arrival at institution.

# Send Copy To, Date of O fense, Enployer, and Occupation
- Leave Blank. (Do not stanp the "Send Copy To" bl ock
with the Central Ofice address.)

# M scel | aneous Nunbers - MIlitary nunber if mlitary
prisoner, | NS nunber(s).

# Local ldentification - Federal Register Nunber.

# Photo Avail able - Yes.

# Charge/Citation - As indicated on conm tnent paperworKk.
If an inmate is returned as a violator, indicate
exanpl e: “Supervi sed Rel ease or Parole or Mandatory
Rel ease Violation - original offense - Bank Robbery.”

# Di sposition - Termin Effect for Violators, list only
the current termfor the violation.

# Addi tional - For additional charges and dispositions

Addi tional Information/Basis for Caution - Additional
DOB(s), SSN(s) or security concerns, escape risk,
assaultive, martial arts.

# Any bl ocks not nentioned above conplete as indicated on
the form Be sure the "YES" square in the "Reply
Desired" bl ock is checked.

For study cases other than JJDPA studies, the D sposition block
must be conpleted as foll ows:

Sent ence Procedure Di sposi tion Bl ock Exanpl es

4205(c) Regul ar Adult Study 04-12-82 Convicted - Conmtted
for 3 Month Study,
18 U.S.C. § 4205(c)

3552(b) SRA Study 04-01-92 Convicted - Conmitted
for 60 Day Study,
18 U.S.C. § 3552(b)

If an inmate suffers an injury that changes a fingerprint

characteristic in any way, or if an anputation should occur, two
full sets of fingerprints nust be taken with one for placenent in
the J&C file, and the other for submssion to the FBI. The Form



PS 5800. 13
6/ 28/ 2002
Chapter 9, Page 4

FD- 249 submtted to the FBI nust be acconpanied by a letter of
expl anation and include the FBI nunber or fingerprint
cl assification.

A request for a copy of the Fingerprint lIdentification Record is
not necessary. The original card will be replaced by the new
card in the J& file and the original card will be destroyed.

903. DEATHS

For identifying a deceased inmate, ISMstaff wll verify the
inmate’s identity by taking a rolled print of the right thunb. A
conparison of the print wll be nmade with the fingerprint card in
the Inmate Remand or J&C file.

The signature of the person taking the print certifies that a
conpari son has been made and the identity of the inmate has been
established. The final disposition, physical description, and
the inmate’s FBI nunber will be included on the card. The
fingerprint card will then be filed in the J&C file.

904. FORM 1-178, REQUI SI TI ON FOR ORDERI NG | DENTI FI CATI ON
SUPPLI ES i s avai |l abl e on BOPDOCS

This formis used for ordering FBI forms and is self explanatory.
905. SUBM SSI ON OF FBI FI NGERPRI NT CARDS

Compl eted fingerprint cards wll be mailed to Crimnal Justice
| dentification Services, Attn:

Assistant Director, FB
PO Box 4142
Cl arksburg W 26302-9922.

Pre- addressed envel opes are avail able through the FBI. (See Form
1-178.)

906. ARREST RECORD

Fingerprint Cards are submtted to the FBI to determ ne prior
arrests and to update information about a new arrest. If the

i nmat e has been arrested previously, the FBI will have an arrest
record that includes the date, nanme used, place and agency
identification nunber for that arrest, charge, and known

di sposition for each entry.

The USMS may have obtained an FBI arrest record in tine to
deliver it with the other conm tment docunentati on. In these
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cases, the FBl nunber will be available as well as |eads that may
be useful in determining or investigating jail credit, or current
status of pending charges or detainers.

Arrest records received directly fromthe FBI will be reviewed by
| SM staff for the follow ng information:

. To confirmidentity of commtnents.

. To obtain and record FBI nunbers in SENTRY which were
previ ously unavail abl e.

. To determ ne whet her charges nmay be pending in any other
jurisdiction that need to be investigated.

If the arrest record indicates other nanmes used, SENTRY will be
updated to reflect the alias nanes. Also, the FBI nunber
assigned wll be entered.

The original arrest record will be forwarded to the inmate’s unit
teamfor inclusion in the Inmate Central File.

907. MONTHLY FBI BANK ROBBERY - BURGLARY SUSPECTS REPORT

At the beginning of each nonth, ISMstaff will prepare a |list of

i nmat es convi cted of Robbery or Burglary of a Bank, Savings and
Loan Association, or Credit Union, who were released to the
community or transferred to a Community Corrections Center during
t he previous nont h.

The list will include each i nmate’s:

comm tted nane,

regi ster nunber,

date of birth,

FBI nunber,

poi nt of destination, and

date of release fromthe institution

OO0O0O0O0O0

|f the FBI nunber is not available, indicate “unknown”. [|f the
FBI requires nore information than is provided on the nonthly
list, they may review the Inmate Central File at the institution.

It is not necessary to report the return to custody of inmates
previously rel eased, since they will be reported upon their next
rel ease.

Negative reports are not required to be sent to the FBI unless
requested by the local FBI office.

The “Popul ation Mnitoring Census Ceneralized Retrieval Roster”
wll be maintained in the sane file that copies of the Bank
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Robbery - Burglary Suspects Report is maintained. The roster and
report copies will be maintained for two years.

Once the list is prepared, the original will be forwarded to the
| ocal FBI office or resident agent with a copy mailed directly to

t he:

Personal Crinmes Unit

Crimnal Investigation Division
J. Edgar Hoover Buil ding

Washi ngton DC 20537.
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CHAPTER 10
| NVATE MOVEMENT AND RELEASE
1001. DEFI NI TI ON AND RESPONSI BI LI TI ES

ISMis responsible for preparing inmates for rel ease fromthe
institution as a result of:

court orders,

U.S. Parol e Conmm ssion deci sions

expiration of the confinenent portion of his/her sentence,
transfer to another federal facility, or

any other nethod neeting |legal qualifications for rel ease.

To carry out this responsibility, procedures are established for
processing the inmates for rel ease.

1002. SCHEDULI NG | NVATES FOR RELEASE

The ISMw || establish and maintain | ocal procedures, including

the use of SENTRY, to ensure the tinely release of inmates. | SM
will audit the sentence conputations of all inmates to be

rel eased from source docunents, including any good tine actions,
before certifying each rel ease date.

The I1SMw Il certify each release date by affixing the notation
“Rel ease Audit,” or simlar |anguage, followed by his or her
signature and date of audit, to the conputation. The certified
conputation will be maintained in the J&C file.

The ISM or Acting ISM (only when the ISMis not on duty) wll
conduct and certify release audits, 12 nonths prior to the nonth
of release. |If the Statutory Release Date (SRD) is within 12
months, the initial audit will be the release audit. All

rel eases must be cl osely coordi nated between the Records Ofice
and Receiving and D scharge staff.

Staff in other departnents will access SENTRY to obtain current
rel ease dates for rel ease planning and preparation.

SENTRY determ nes the inmate's rel ease date based on the origina
sentence cal cul ation and adjustnments for any good tine. For
sentences that SENTRY cannot calculate, it will be necessary to
calcul ate the rel ease date manual ly by maintaining a Good Tine
Record (BP-380). When the rel ease date has been conputed

manual |y, the date wll be entered into SENTRY using the

Cal ¢/ Updat e Conputati on transacti on.
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The Community Corrections Manual contains instructions for
inmates releasing fromtheir authority.

1003. SCHEDULI NG STATE/ TERRI TORY/ COMMONVEALTH | NMATES FOR
RELEASE

Wen a state, territory, or commonweal th offender is to be

rel eased, ISMstaff will notify the appropriate Departnent of
Corrections 90 days prior to the scheduled release. This
notification is to be in witing, via certified mail with return
recei pt requested. The notification will contain the schedul ed
date of rel ease, proposed release destination, and wll solicit
certification of the rel ease date and any special instructions
for the rel easee which will be communicated to Unit staff.

If no answer is received fromthe appropriate Departnent of
Corrections within 30 days, ISMstaff will follow up

tel ephonically to obtain the requested information. The response
received fromthe appropriate authorities will be filed in the
J&C file and will serve as the authority to release the inmate
from cust ody.

1004. | NVATES RELEASI NG TO A STATE DETAI NER

When an inmate is to be released to a state detainer based on
untried charges (indictnents, informations, conplaints), the
inmate will be turned over to local authorities at the end of the
federal term to waive or contest extradition.

When an inmate is to be released to a state detainer, based on a
conviction for service of a sentence (or for a parole or
probation revocation hearing), the follow ng applies:

Institutions in the followng states will turn the i nmate over
directly to the out-of-state authorities (that is, authorities
fromthe state |lodging the detainer). There is no need to turn
the inmate over to local authorities for extradition proceedi ngs.

Ari zona Loui si ana Nevada W sconsin
California M chi gan North Carolina

Fl ori da New Jer sey South Carolina

Kansas New Yor k Virginia

Institutions in any state not |isted above nust turn the inmate
over to local authorities to waive or contest extradition
proceedi ngs; except when the state sentence is a result of the
inmate's own earlier 1AD (Article I11) request for disposition of
hi s/ her case, then the inmate's extradition rights have been

wai ved and the inmate may be turned directly over to the out-of-
state authorities.



PS 5800. 13
6/ 28/ 2002
Chapter 10, Page 3

It is the ISMstaff’'s responsibility to notify detaining
authorities of the pending release and to advise them of the
procedures to follow to obtain custody.

1005. PUBLI C LAW WEEKEND, AND HOLI DAY RELEASES

In accord with 18 U. S.C. 88 4163 and 3624(a), the Warden is

aut hori zed to discharge i nmates on regul ar work days instead of
Sat urdays, Sundays, or holidays. An inmate wll not, however, be
rel eased on parole or nmandatory parole on the | ast preceding
weekday if the actual release date falls before the m ni num
parole eligibility date (see the Program Statenent on Rel ease of
Inmates Prior to a Weekend or Legal Holiday). Inmates in any
facility as a condition of supervised rel ease or probation are
not serving a sentence of inprisonnent, and therefore are not
eligible for Public Law days.

1006. FI NAL RELEASE PAPERWORK

Unit staff will prepare the rel ease paperwork and a rel ease
folder for each inmate schedul ed for release. This folder wll
contain the inmate’ s various rel ease paperwork. An envelope with
the inmate's nane, register nunber, rel ease date, and net hod of
rel ease printed/typed on the outside will also be prepared. An
inmate | abel may be used as |ong as the envel ope contains al
information listed in the previous sentence.

Al'l docunments, forms, or property that are to be given to the
inmate at release will be placed in this envel ope, including the
inmate's driver's license or Social Security card, which may have
been stored in section 3 of the Inmate Central File.

The conpleted release folder will be delivered to | SMstaff not
| ater than two days prior to the inmate's schedul ed rel ease,
however, Unit staff are encouraged to conplete and route the
rel ease packet in advance of the release date to allowtinme for
corrections.

ISMstaff will audit each rel ease folder for content and
accuracy. The information on all release certificates, including
certificates the U S. Parole Conm ssion issued, wll be verified.
Unit staff are responsible for maki ng any necessary corrections
and providing mailing envel opes with addresses, then the packet
Wil be returned to ISMfor final review

1007. GRATU TI ES FOR | NVATES RELEASI NG TO A NON- FEDERAL DETAI NER

The Certificate Entitling Prisoner to Gatuity (BP-379) wll be
prepared only when inmates are rel eased to a non-federal detainer
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via Parole, Mandatory Rel ease, Mandatory Parol e, or Speci al
Par ol e.

To be eligible for paynent, the i nmate nust be rel eased fromthe
detaining authority prior to the federal supervision's
expiration. The inmate wll be provided the original formwhich
contains instructions for applying for the gratuity. Copies of
the formw Il be retained in the Inmate Central File for use if
application for paynent is made. A copy will also be provided to
t he Fi nanci al Managenent Depart nent.

1008. PARCLE CERTI FI CATES AND DI STRI BUTI ON

Once a Notice of Action has been received that grants parole and
the inmate's rel ease plan has been approved, Unit staff are
responsi ble for requesting parole certificates fromthe USPC.
The i nmate cannot be rel eased on parole until the USPC executes
and the inmate signs the certificates.

Unit staff will enter the nunber of days remaining to be served
under supervision on the form The ISMstaff menber auditing the
rel ease file must review this el ement closely.

The original Parole Certificate will be provided to the inmate
upon rel ease. Copies will be sent to the U S. Probation Oficer
inthe district of release, the USPC, and a copy will be retained
inthe Inmate's Central File.

A Notice of Release and Arrival (Parole Form1-13) will be
prepared and distributed the sane as the Certificate of Parole.

If the court has inposed a Special Parole Term (SPT) in addition
to the inmate's termof confinenent, a Certificate of Special
Parole (Miulti-Purpose Parole Form1-33) is to be prepared. The
SPT's length wll be stated on the Judgnent/Conmm t ment Order.

When an inmate is Mandatorily Rel eased, the SPT begi ns the day
supervision term nates (180 day date). If an inmate is rel eased
on Parole, the SPT begins on the Full Term Date. |If the SPT
begi ns upon Expiration of Sentence, the SPT will begin with

rel ease from confinenent.

Any special conditions the USPC orders, as noted on the Notice of
Action, wll be typed on the Certificate of Special Parole. The
certificates nust be signed individually, in ink.

The original certificate is provided to the inmate upon rel ease.
Copies wll be distributed the sane as the Certificate of Parole.
A Notice of Release and Arrival will be prepared and distributed
with the Certificate of Special Parole.
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When the court specifies an effective parole date at the tine of
sentencing, a Certificate of Court Designated Parole (Parole Form
|-33) is to be prepared. The original certificate is provided to
the inmate upon release. Copies wll be distributed the sane as
the Certificate of Parole. A Notice of Release and Arrival wll
be prepared and distributed with the Certificate of Court

Desi gnat ed Parol e.

If an inmate sentenced as an adult is released (other than by
Parole) with nore than 180 days of accumul ated Good Ti ne
(Statutory and Extra) he/she is rel eased via Mandatory Rel ease
and will remain under supervision until the 180 day date.

| nmat es sent enced under the provisions of NARA and Feder al
Juveni |l e Delinquents are also rel eased via Mandatory Rel ease in
t he absence of parole. Supervision for these inmates will be
until the Full Term Date of the sentence.

A Certificate of Mandatory Rel ease (Parole Form|-33) nust be
prepared for these inmates. Each copy of the certificate nust be
signed individually, in ink. The original certificate is
provided to the inmate upon release. Copies will be distributed
the sane as the Certificate of Parole. A Notice of Rel ease and
Arrival will be prepared and distributed with the Certificate of
Mandat ory Rel ease.

1009. RELEASE TO AN I NS DETAI NER

When an inmate is to be released to an INS detai ner and has a
period of supervision to follow (including probation and
supervised release), Unit staff will prepare a Rel ease of
| mrm gration Detainee with Supervision to Foll ow (BP-325).

The conpleted formw |l be forwarded to the | SM Departnent. Wen
the inmate is placed in INS custody, the releasing | SM st af f
menber will date and sign Item 14 of the form The first four
copies of the formw |l be given to the INS Oficer assum ng
custody of the inmate. The fifth copy of the formw Il be placed
in the J&C fil e under the Rel ease Authorization

1010. 18 U.S.C. § 3651 (SPLIT SENTENCE) RELEASE W TH SPT TO
FOLLOW

I f an inmate has been sentenced under the provisions of

18 U.S.C. § 3651, and is being rel eased on Probation wth an SPT
to follow, it is not necessary to prepare SPT certificates. |If
the inmate conpl etes the period of probation successfully, he/she
will not be subject to the SPT. A Notice of Release and Arrival
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will be prepared. The original will be sent to the U S
Probation O ficer in the district of release and a copy wll be
placed in the Inmate's Central File.

1011. RELEASE W TH NO SUPERVI SION TO FOLLOW

When an inmate is to be released with no supervision to foll ow,
release certificates are not issued. A Notice of Release and
Arrival nmust be prepared. The original is sent to the U S
Probation O ficer in the district of release and a copy is pl aced
inthe Inmate's Central File.

1012. RELEASE FROM A FOREI GN TREATY SENTENCE

When an inmate is to be released fromservice of a foreign
sentence, a Notice of Release and Arrival will be prepared. The
original will be sent to the U S. Probation Oficer in the
district of release, a copy will be sent to the USPC and a copy
is placed in the Inmate's Central File.

1013. COURT ORDERS DI RECTI NG RELEASE FROM OR MODI FI CATI ON OF A
SENTENCE

| SM staff nust verify court orders that direct an inmate’s

rel ease or nodify the sentence for authenticity, with the issuing
court. The contact with the court wll be docunented neatly on
the Court Order. This docunentation will include:

C the signature of the verifying staff nenber,

C t he date contact was nade, and

C t he phone nunber and nanme of the court official who was
contacted and provided verification.

Once authenticity is established, the inmate will be processed
for release. |If an order for an imedi ate rel ease i s received,
every effort wll be nmade to release the inmate as soon as
possi bl e.

Court orders that set aside sentences and direct further
proceedi ngs nust be verified with the issuing court. Normally,
the inmate is not to be released fromcustody but wll be
returned to the U S. Marshals. Special attention nust be given
to ensure that the nodification only affects the sentence cited
on the docket nunber. O ten other judgnents or counts remain in
effect and the inmate is not eligible for rel ease.

Prior to releasing an i nmate under the provisions of
18 U.S.C. §8 3621(e), ISMw Il ensure that Unit/Psychol ogy staff
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have conpl eted the appropriate review process. Wen an innate is
w thdrawn fromthe program his or her 3621(e) rel ease date wll
be renoved from SENTRY.

1014. RELEASE AUTHORI ZATI ON FORM

The Rel ease Authorization (BP-392) will be used to rel ease

i nmates for conpletion of sentences, appeal bonds, court-ordered
rel eases, wits of habeas corpus (except for inmates noving on a
wit via bus or airlift), conmutation of sentences, Interstate
Agreenment on Detainers (except U S. Marshal Co-ops traveling via
bus or airlift), furlough transfers, transfers to state
facilities, and transfers to contract Community Corrections

Cent ers.

The ISMor Acting ISMwi Il certify and sign the Rel ease
Aut hori zati on, except when the WAarden’s signature is required.
Certifying the rel ease includes the careful exam nation of all:

Judgnent / Conm t nent Orders,

U. S. Parole Commi ssion Warrants,
Noti ces of Acti on,

Good Ti ne docurents, and

all detainer infornmation.

O0O0O0O0

SENTRY detai ner remarks wll be updated to reflect the current
status at the tine of rel ease.

The followi ng statenment is used on the Rel ease Authorization to
verify that the proper review, as specified above, has been
personal |y acconplished by the ISMor Acting ISM prior to the
inmate's rel ease:

"I certify that this release is in accordance with
applicable and controlling rules, regulations, and statutory
provisions. | have personally reviewed this inmate's
Judgnent and Commtnent file, and determ ned that there is
no information that woul d prevent rel ease by the nethod
stated above. All Judgnent and Comm tnent Orders, U S
Parol e Comm ssion Warrants, Notice of Actions, Good Tine
docunents, and all detainer information have been personally
reviewed by ne."

To execute an inmate’' s rel ease on the | ADA, the Evidence of
Agents Authority to Act for Receiving State will be attached to

t he Rel ease Authorization and the agents' signatures wll be
conpared. The officer or agent signing the Rel ease Authorization
must be listed on the form

The “Rel ease Action” section of the Rel ease Authorization will be
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conpleted with the signature of the staff menber identifying the
inmate, the staff nenber releasing the inmate, and the staff
menber providing funds to the inmate. The staff nenber
identifying the inmate upon rel ease nust be different fromthe
staff nmenber who rel eases the inmate.

Normal |y, the Sentence Conputation will be satisfied and nade a
prior commtnment on SENTRY on the day of release. |If there are
two conpl eted sentences, the satisfaction and prior conmm tnent
nmust be done simultaneously.

| f the confinenment portion of a sentence ends and the i nmate
continues to serve another sentence, the expired sentence wll be
satisfied and nade a prior commtnent. Any detainer indicated in
the current SENTRY comm tnent data will be resolved prior to the
inmate’s rel ease and the SENTRY detai ner screen will be updated.

When an inmate is rel eased to anot her agency, the signature of
the official assum ng custody nust be affixed to the Rel ease

Aut hori zation. |If the inmate is being renoved tenporarily, the
official taking custody wll be provided with a copy of the

Rel ease Aut horization. This copy will bear the typed or stanped
not ati on:

"Inmate is to be returned to the (nanme of institution) and
is not to be released fromcustody without the witten
perm ssion of the Warden."

For inmates who are renoved tenporarily by, and remain in

conti nuous Bureau staff custody, a Rel ease Authorization need not
be prepared. The exchange of custody will be executed through
the use of a Marshal's or Transfer Receipt.

The original Rel ease Authorization, with photograph attached, is
to be provided to Receiving and D scharge for control purposes,
dress-out preparation, and final release certification.

At the tine of release, the inmate's thunb print will be taken on
the original Release Authorization. It wll be conpared with the
thumb print in the J& file to verify the inmate’s identity by
the rel easing staff nenber.

Ful l y executed Rel ease Authorizations are to be returned to the

Records O fice. The original Release Authorization will be
pl aced in the J&C file.

1015. CERTI FI CATI ON OF JUDGVENT/ COWMW TMENT CORDER (OLD LAW
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Sent ences i nposed prior to Novenber 1, 1987 require the reverse
of the Judgnent/Comm tnment Order be certified, pursuant to

18 U S.C. 8 4163, with the inmate's rel ease date, the nethod of
rel ease, and the anount of supervision tinme remaining. Under
18 U.S.C. 8§ 3624 (New Law), certification of the
Judgnent/ Comm t ment Order is not required.

1016. SECRET SERVI CE NOTI FI CATI ON

The Secret Service requires release notification of those i nmates
who are consi dered dangerous to the President or Vice President

of the United States and other governnment officials. They wll
provide a Secret Service Notification Card which is placed in the
| nmate Remand or J&C file with a copy to Unit staff for inclusion
in the Inmate Central File. (This will not be | oaded i nto SENTRY
as a “notify”).

The Case Managenent Coordi nator or Warden’s designee is
responsi ble for notifying the Secret Service as soon as possible,
before a Secret Service Surveillance case is to | eave the
institution for any reason.

1017. RELEASE OF MARI EL CUBANS

Mari el Cubans are those inmates who arrived in the United States
bet ween April and Cctober 1980, and have a CMA assi gnnent of
“Mariel." Normally, INS will not assunme custody of Mariel Cubans
on release froma federal sentence as is done with other alien
det ai nees. The Mariel Detainee wll continue to be housed at the
parent institution in nost cases.

Prior to the confinenent portion of any sentence bei ng conpl et ed,
t he detai ner status nust be verified with the local INS District
Ofice. On the day the confinenent portion is conpleted, |SM
staff will satisfy the sentence and release the inmate with the
appropriate rel ease code (i.e. parole, expiration, etc.). The
inmate will then be re-admtted on SENTRY as A-INS.

For further information, see Program Statenent, Mariel Cuban
Det ai nees.

1018. TRANSFER TO A FORElI GN COUNTRY

Once an inmate has been approved for transfer to a foreign
country to serve his or her U S. sentence, the procedures
established in the Program Statenent on Transfer of O fenders to
or from Foreign Countries will be followed. A Notice of Release

and arrival will be prepared and distributed. A state prisoner
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enroute to a foreign country will be renoved from SENTRY as a
"Treaty Transfer".

1019. UNTI MELY RELEASE NOTI FI CATI ON PROCEDURES

The 1SM (or Acting ISM, or Comrunity Corrections Manager (CCM
is responsible for notifying the Warden or designee i mredi ately
whenever an inmate is rel eased on any date other than the
established rel ease date. The Warden will designate a staff
menber to performa thorough threat assessnent of an early
release. Al files nust be researched to determ ne the untinely
rel ease’s inpact upon the community. Special care must be given
to determ ne whether the subject:

has a history of violence,

has a weapons usage history,

has a record of psychol ogi cal problens,
is a Broad Publicity case, or

requires VictimWtness notifications.

O0O0O0O0

If the untinely release is determned to be a threat to the
community, the Warden or designee will make the foll ow ng
notifications tel ephonically:

Regi onal Director

Regi onal Inmate Systens Adm ni strator

District U S. Mrshal or appropriate State/ Territory
Departnent of Corrections

Sentencing Judicial Oficial(s)

Prosecuti ng Attorney(s)

Chi ef Probation Oficer(s)

These notifications will be docunented in the Inmate's Central
File. After notification, the RRISA will contact the Inmate
Systens Adm nistrator, Central Ofice telephonically. The R SA
nmust al so contact the Associ ate Warden personally when a late
release is due to a staff error

The SMor CCMw |l conplete Part A of the Untinely Rel ease
Notification and transmt it via GoupWse (formlocated in
BOPDOCS - BPS-558) or fax machine within one working day to the
RISA. In addition to notifying the RISA, the CCMw Il also route
the notification to the Regional Community Corrections

Adm ni strator.

The ISMor CCMw || ensure the BP-S623. 058, Late Rel ease
Notification for United States Probation Service is conpleted and
mai led for any late release with supervision to foll ow

In any case involving an inmate's early or late rel ease of 30
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days or nore and/or been identified as a threat to the comunity,
the Warden nust forward a personal letter to the appropriate
Judicial Oficial(s) providing details of the untinely rel ease.

Copies of the letter nmust also be forwarded as notification to
the foll ow ng:

United States Attorney or State/ Territory Prosecuting
Att or ney
Chi ef Probation Oficer
U S. Parole Comm ssion (if appropriate)
Detaining Oficials (if appropriate)
Regi onal Inmate Systens Adm ni strator
State/ Territory Departnent of Corrections
(1 f appropriate)

The RISA will review the circunstances of each early/late rel ease
and work closely with the ISMat the institution to prevent

addi tional occurrences. The RI SA nust conplete Part B of the
Early/ Late Rel ease Report and transmt it pronptly to the Inmate
Systens Admi nistrator, Central Ofice.

The Inmate Systenms Administrator will notify the Deputy Assistant
Director, Correctional Prograns Division, of all untinely

rel eases considered to be either a threat to the conmmunity or of
public interest.

Late rel eases due to orders fromthe court term nating or
vacating the sentence or for treaty transfers are not to be
reported as an untinely release. The Sentence Conputation
Remar ks must explain the circunstance and indicate the date the
institution received the order.

| neffectual (over before inposed) and tinme served sentences are
to be reported if the inmate is not rel eased on the date the
order was received by the institution. A sentence conputation
will be performed on ineffectual and tine served sentences. The
Sent ence Conputation Remarks nust explain the circunstance and
indicate the date the order was received by the institution.

1020. EMERGENCY MEDI CAL RELEASE

An energency nedical release requires an inmate’s i nmedi ate
removal to a nmedical facility, other than the institution
hospital, for emergency treatnent. This type of release usually
occurs when an inmate is injured in an accident, is assaulted,
attenpts suicide, or experiences sone other nedical energency of
alife threatening nature.
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Proper photograph and fingerprint identification will be nmade
prior to the inmate's departure fromthe institution, when
possible. In life threatening situations, identification wll be
del ayed until local hospital officials give approval to conplete
the process. The Operations Correctional Supervisor is

responsi ble for granting authority to release the inmate fromthe
institution, pending further identification and preparation of
requi red paperwork.

Fingerprint identification will be obtained (placed on

Mar shal s' / Transfer Receipt) for inmates who are to be guarded by
a contract security service at the outside facility. Inmates
whom Bureau staff guard will not require fingerprint
identification but will require a photograph conpari son.

Procedures for inmates housed in a CCC are covered in the
Community Corrections Manual. Paperwork will be conpleted
pursuant to the Escorted Trips Program Statenent.

1021. | N-TRANSI T DATA FORMS

Upon notice that an inmate is to be transferred or tenporarily
rel eased to an authorized Law Enforcement O ficer (i.e., U S
Marshal , State Law Enforcenment O ficer, Bureau of Prisons Bus
Oficer), the ISMw Il ensure the foll ow ng:

C a hard copy of the SENTRY automated In-Transit Data formis
printed (if Unit staff do not have the capability),

C the information indicated on the top portion of the formis
verified and correct, and
C the In-Transit data formis delivered to escorting officials

and that the "CMC C earance and Separ atee Data" was revi ewed
within the [ast 24 hours.

ISMstaff will conpare the In-Transit formw th what appears on

t he SENTRY screen and initial the formif it reflects identical

i nformati on. If the information is different, Unit staff wll be
notified. SENTRY update functions will need to be executed if
the data is not accurate.

The sentencing remarks will include a narrative description of
the of fenses and the length of the sentence as noted on the
Judgnent/ Commtnment Order. If this information is not accurate,
the | oad data nust be updat ed.

The detainer remarks will indicate all active detainers and the
charge or offense. |If the detainer has been litigated, the
sentence inposed or tinme remaining to be served wll be |isted.
If this information is not current, the current conm tnment nust
be updat ed.
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The |1 SM staff nenber who validates this information wll place
hi s/ her signature and date bel ow the detainer remarks to signify
that the information has been confirmed and is accurate and up-
t o- dat e.

1022. SCHEDULED | NVATE MOVEMENT

When notice has been received of a schedul ed novenent, ISMw |
issue a Transfer Notice listing all inmates being transferred.
The Transfer Notice wll advise all concerned departnents of the
deadl ine date for preparing required paperwork and the forwarding
of files to | SM

The Transfer Notice wll be issued no later than the norning of
the last working day prior to the day of departure and wll serve
as the authorization for release. This notice will not be made
available to inmates or unauthorized staff not involved in the
transfer process.

The I1SMw Il reviewthe files to ensure all necessary paperwork
is conpleted and the inmate nmay be transferred. This review w |
i ncl ude the foll ow ng:

C Ensure the Transfer Order, which Unit staff prepare for
desi gnated i nmates upon receiving the Transfer
Notification, is properly prepared and is signed by the
Warden or other authorized individual. (Regional
Director.)

C Ensure the Central Ofice or the Regional Ofice has
approved the transfer.

C If the transfer would result in a delay in the inmate's
schedul ed parol e hearing, defer the transfer until
after the hearing.

C If there is a wit on file for the inmate's appearance
in court, the U S. Attorney nust be contacted. The
inmate may not be transferred until the U S. Attorney
has advised the institution that the wit has been
satisfied and there is no further court action pending.

C The inmate may not be transferred if the court has
i ssued a Restraining Order. The transfer will be
del ayed until the court wthdraws the order or the tinme
l[imt of the order has been satisfied.

C For each innmate schedul ed to be transferred, ensure the
Inmate Central File, J&C file, nedical record,
comm ssary card, education file (if hard copy exists),
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Parol e Comm ssion File (if the transfer occurs prior to

the initial hearing), original and one copy of the
Transfer Order, Medical Record of Federal Prisoner in-
Transit (BP-149), and the SENTRY generated In-transit
I nformati on with photograph are assenbl ed to be
transferred simultaneously with the inmate, or at the
|atest, within 72 hours.

|SMstaff will place all the inmate's records in the envel ope
specially designed for transporting files. A copy of the
Transfer Order is to be placed in the Inmate Central File al ong
with any material relating to the rationale for the transfer.

Each envelope is marked with the inmate's full nanme, register
nunber, the hol dover institution, the institution which is the
final destination, and the inmate's rel ease date.

| f nore than one envelope is required, each will be marked and
attached to each other in such a manner that they will not becone
separated. Indicate on the first envelope "1 of 2" and the
second "2 of 2," etc. Al envelopes will then be grouped
according to the hol dover point.

The original Transfer Order, the Medical Record of Federa
Prisoner in-Transit (BP-149), the SENTRY generated In-transit

I nformation with photograph attached will be placed in separate
groups for the transporting officer’s convenience. The
transporting officer will execute the original Transfer O der
upon conpletion of the transfer. The original Transfer O der
will then be placed in the J&C file.

1023. BUS/ VAN Al RLI FT AND SPECI AL TRI PS

| SM Staff will coordinate inmate transfers through Justice
Prisoner and Alien Transportation Services (JPATS).

A separate SENTRY or LAN generated Transfer Receipt wll be
prepared for each schedul ed drop off point on the trip. The
sending institution will obtain signed receipts for count

pur poses and will provide an adequate nunber of unsigned copies
for the receiving institution’s use. The entry, by staff at the
receiving institution, of the date and the receiving officer’s
signature will conplete the receipt.

Al inmates transported via Bureau buses, vans, or special noves
will be coordinated with JPATS, U S. Marshals Service, Kansas
Cty, Mssouri. Lists of the inmtes scheduled to be noved,
their destinations, and the itinerary of the bus trip are issued
by JPATS the week preceding the trip, if possible.
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Institutions may add an inmate to a trip list only if there is a
seat available and the placenent will not result in the deletion
of another inmate schedul ed for pickup on the trip and with
approval of JPATS.

| nmat es who travel with property will have the nunber of boxes,
bags, or envelopes |listed on the Transfer Receipt. The
transporting officer will sign the formindicating receipt of the
i nmat es and each of the itens listed. At each "drop off point",
|SMstaff will sign indicating receipt of the inmte and

property.

| medi ately after the bus has departed the institution, a

G oupW se nessage will be sent to the Warden and | SM at each
institution scheduled to receive an inmate on the trip, and to
JPATS. This nmessage will list the identity and destination of
each inmate aboard the bus. Conplete instructions regarding the
nmovenent of inmates via schedul ed bus trips are contained in the
Prisoner Transportation Manual .

| nmat es may al so be noved via van by the USMS. These novenents
are authorized by JPATS. The affected institutions are notified
by receiving the trip authorization. The USMS transportation
office will advise the institution of the pickup tinme and date.
No departure notification is necessary on such novenent.

The USMS transports a |l arge percentage of inmates via the
airlift. Al procedures relating to the novenent of inmates via
bus also apply to airlift novenents. (See the Prisoner
Transportation Manual for conplete instructions.)

| nmat es who present nedical or security concerns may require
speci al novenent by Bureau personnel. The institution Warden
w Il direct these novenents. JPATS needs to be notified. Al
i nmat es nust have a valid TB PPD test prior to transfer.

1024. UNESCORTED MOVEMENT

Sonme inmates may travel unescorted to report voluntarily to the
designated institution or via furlough transfer to another
institution or contract CCC. (See the Program Statenent on
Furl oughs and Unescorted Transfers and Vol untary Surrender for
addi tional information).

When an inmate is released via furlough transfer, a Transfer
Order nust be issued to authorize the novenment. A Furl ough
Application and Approval Record nust also be prepared to cover
the time in-transit. These docunents will be routed through | SM
for a final detainer and | egal status review prior to delivery to
the Warden for signature.
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The ISMw || conduct a release audit of the inmte's sentence
conputation, if not previously done 12 nonths prior to the
projected rel ease date. The CCMw Il not need to conduct an
audit of the conputation once the inmate arrives at the hal fway
house.

The rel ease paperwork nmust be mailed to the CCMwi thin 24 hours
of the inmate's arrival at the CCC. This cannot be conbined with
t he paperwork the units mail two weeks prior to the inmate's
departure, as the unit packet contains photographs and
fingerprints that are used to identify the inmate upon arrival

At | east 24 hours prior to the inmate’'s departure, |SMstaff of
the releasing institution are responsible for advising | SM staff
at the receiving institution by tel ephone of the inmate’s travel
schedul e. Upon notification of the inmate's arrival, all files
wll be forwarded via certified nmail, return recei pt requested.
(See Program Statenent, Unescorted Transfers and Vol untary
Surrenders.)

When an inmate is being transferred to a contract CCC, the
releasing institution will performthe SENTRY Extra Good Tine
Update Transaction to indicate the inmate's CCC Good Ti ne earning
status prior to departure to the CCC

J&C files for inmates at CCCs are to remain in the | SM Depart nent
at the sending institution. They are to be filed separately from
the J&C files of inmates at the institution.

In order for CCMs to certify the inmate's rel ease on the
Judgnent/ Comm tment Order, as required by 18 U. S.C. 8§ 4163, they
wi |l be responsible for printing a copy of the SENTRY Update
Conmput ation Satisfaction transaction at the tinme of the inmate's
rel ease. The statenent,

"I'n accordance with 18 U S.C. § 4163, this docunent
certifies that the within named i nnate has been rel eased as
shown above."

will be typed or stanped on the transaction’s printed copy. The
CCM LIE w Il sign the copy.

The certification, along with the conpl eted rel ease docunents and
termnal report, will be mailed to the releasing institution | SM
These judgnent certification requirenments do not apply to
sentence(s) inposed solely under the Sentencing Reform Act. |If
the judgnent contains both Sentencing Reform Act and "ol d | aw
sentences, then the judgnent nust be certified as it relates to
the "old law' term
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The CCMs shall di spose of duplicate docunentation before
forwarding files to the parent institution. Duplicate
docunentation is considered to be anything that is already in the
institution file, such as the PSI and J&C Orders. Properly

si gned, updated BP-338's and incident reports nust be forwarded
for inclusion in the central file.

Whien the material is received fromthe CCM |ISMstaff wll attach
the certification to the proper Judgnment/Conm tment Order and
will forward the remai ning conpleted release material to Unit
staff for inclusion in the Inmate's Central File. | SMstaff wll
monitor the rel ease dates of innates at CCCs to ensure that the
certification of release is received fromthe CCM A foll ow up
is to be conducted if the certification is not received after 30
days fromthe inmate's rel ease fromthe CCC

VWhen an inmate is returned to custody prior to his or her final
rel ease date, and there is not enough tine remaining to return
the inmate to his or her parent institution, the staff having
responsibility where the inmate is housed wll prepare the final
rel ease paperwork and release the inmate. He or she will be
"rel eased” from SENTRY according to the type of rel ease although
he may have been admtted as a hol dover.
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CHAPTER 11
METHODS OF FI NAL RELEASE
1101. PARCLE

Definition: A conditional release fromcustody, ordered at the
U.S. Parole Comm ssion’s discretion, at any tinme on or after the
parole eligibility date. An individual released via Parole wll
have supervision until the Full Term Date of the sentence on

whi ch the parol e was granted.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the bottom of the page.

a. Release and Gratuity Information (BP-189). The Case Manager
generates this formand forwards it to the business office. They
return it to the Case Manager and the formis routed for

approval .

b. Certificate of Parole. Requested from and generated by the
U.S. Parol e Conmm ssion.

c. Notice of Release and Arrival (Parole Forml-13).
Di stribution on bottomof form

Speci al Consi derati ons:

d. If Special Parole Follows, conplete Miulti Purpose Parol e Form
(1-33) checking "Special Parole" block of the Form Distribution
not ed on bottom of each copy.

e. |If Parole is granted for a person serving a Special Parole
Term Viol ator sentence, no Parole Form1-33 is required. The
Parole Certificate the USPC i ssues will suffice.

f. If releasing to Inmgration detainer, conplete Release of
| mrm gration Detainee (BP-325). Distribution noted on bottom of
form

g. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete
Certificate Entitling Prisoner to Gratuities (BP-379).



PS 5800. 13
6/ 28/ 2002
Chapter 11, Page 2

1102. MANDATORY RELEASE

Definition: A release fromsentence confinenent with sentence
supervision to follow, pursuant to the requirenment of

18 U S.C. § 4164. |If the inmate has in excess of 180 days
remai ni ng between the date of his/her actual release and his/ her
established Full TermDate, the inmate is required to be

supervi sed for any days in excess of 180 days.

The days remaining to be served are determ ned by finding the
nunber of days remai ni ng between the rel ease date and the
sentence’s Full Term Date. Exceptions to this rule are NARA and
FJDA when days remaining to be served are cal cul ated from date of
release to full termdate without regard to the 180 day date.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the bottom of the page.

a. Release and Gratuity Information (BP-189). The Case Manager
generates this formand forwards it to the business office. They
return it to the case manager and the formis routed for
approval .

b. Notice of Release and Arrival (Parole Forml-13).
Di stribution on bottomof form

c. Milti Purpose (Parole Form1-33) check "Mandatory Rel ease"
bl ock of the Form Distribution noted on bottom of each copy.

Speci al Consi derati ons:

d. If Special Parole Follows, conplete Miulti Purpose Parol e Form
| - 33, checking "Special Parole" block of the Form Distribution
not ed on bottom of each copy.

e. |If releasing to Immgration detainer, conplete Rel ease of
| mrm gration Detainee (BP-325). Distribution noted on bottom of
the form

g. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete
Certificate Entitling Prisoner to Gratuities (BP-379).

1103. MANDATORY RELEASE TO SPECI AL PAROLE

Definition: In sone cases, an inmate, in service of a Special
Parole Violator Term who is not otherw se ordered rel eased on
parole by the U S. Parole Conm ssion, may be rel eased at the

expiration of his/her term |ess good tinme deductions, back to



PS 5800. 13
6/ 28/ 2002
Chapter 11, Page 3

the Special Parole Termrenmaining. This type of release is
call ed "Mandatory Rel ease to Special Parole."

The provisions of 18 U S.C. §8 4164 do not apply and the i nmate
remai ns on supervision to his/her Full TermDate, It is very

i nprobabl e that an inmate, serving a Special Parole Violator

Term could be rel eased via Expiration of Sentence. The only way
this could happen is if the rel ease date was the sane date as the
inmate's Full Term Date.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the bottom of the page.

a. Release and Gratuity Information (BP-189). The Case Manager
generates this formand forwards it to the business office. They
return it to the case manager and the formis routed for

approval .

b. Notice of Release and Arrival (Parole Forml-13).
Di stribution on the bottomof the form

c. Milti Purpose Parole Form1-33, check "Certificate of

Mandat ory Rel ease to Special Parole" block of the form and
conplete the section under "special parole”". D stribution noted
on bottom of each copy.

Speci al Consi derati ons:

d. |If releasing to an Imm gration detainer, conplete the Rel ease
of I'mm gration Detainee (BP-325). Distribution noted on bottom
of form

e. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete the
Certificate Entitling Prisoner to Gratuities (BP-379).

1104. EXPI RATI ON FULL TERM

Definition: This type of release indicates the inmate has

conpl eted the confinenent portion of his/her sentence, and has no
supervision to follow. This type of rel ease occurs when the
prisoner does his or her sentence "day for day," with no
deductions for Extra or Statutory Good Tine. An inmate may be
rel eased at the expiration full termof his or her sentence and
still have a special parole termor probation to follow

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the bottom of the page.

a. Release and Gratuity Informati on Form (BP-189). The Case
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Manager generates this formand forwards it to the business
office. They returnit to the Case Manager and the formis
routed for approval.

b. Notice of Release and Arrival (Parole Forml-13).
Di stribution on bottom of form

Speci al Consi derati ons:

c. If releasing to Immgration detainer, with federa
supervision to follow, conplete the Rel ease of Immgration
Det ai nee (BP-325). Distribution noted on bottom of form

d. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete
Certificate Entitling Prisoner to Gratuities (BP-379).

1105. EXPI RATI ON FULL TERM W TH SPECI AL PAROLE TO FOLLOW

Definition: This type of release indicates the inmate has

conpl eted the confinenent portion of his/her sentence, but has a
Special Parole Term (SPT) to follow. The prisoner would have
supervision relating to Special Parole Termfor a period of tinme
equal to the term of Special Parole Term specified by the Court
on the Judgnent and Comm tnent Order. Special Parole Term woul d
begin on the day of rel ease.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the end.

a. Release and Gatuity Information Form (BP-189). The Case
Manager generates this formand forwards it to the business
office. They returnit to the case manager and the formis
routed for approval.

b. Notice of Release and Arrival (Parole Forml-13).
Di stribution on the bottomof the form

c. Milti Purpose Parole Form-33, check "Certificate of Speci al
Par ol e" bl ock of the Form and conpl ete the Special Parole
section. Distribution noted on the bottom of each copy. The
nunber of days remaining to be served should be crossed out and
t he nunber of years of SPT inserted.

Speci al Consi derati ons:
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d. If releasing to Immgration detainer, conplete the Rel ease of
| mrm gration Detainee (BP-325). Distribution noted on the bottom
of form

e. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete
Certificate Entitling Prisoner to Gratuities (BP-379).

1106. EXPI RATION WTH GOOD TI ME

Definition: This type of release indicates the inmate has

conpl eted the confinenent portion of his/her sentence, and has no
supervision to follow. This type of rel ease occurs pursuant to
the provisions of 18 U.S.C. 8 4163, which states that a prisoner
will be released at the expiration of his/her termless the tine
deduct ed for good conduct. The provision of 18 U S.C. § 4164,
(the "mandatory rel ease"” provision of the | aw) does not apply.

For a prisoner to be released via expiration, the days renaining
to serve would have to be an anobunt equal to 180 days or |ess.
To the contrary, nmandatory rel ease cases require an accrual of
good time in excess of 180 days.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the end.

a. Release and Gatuity Information Form (BP-189). The Case
Manager generates this formand forwards it to the business
office. They returnit to the Case Manager and the formis
routed for approval.

b. Notice of Release and Arrival (Parole Forml-13).
Di stribution on the bottomof the form

Speci al Consi derati ons:

c. If releasing to Immgration detainer, with federa
supervision to follow, conplete the Rel ease of Immgration
Det ai nee (BP-325). Distribution noted on the bottomof the form

d. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete
Certificate Entitling Prisoner to Gratuities (BP-379).

Not all Special Parole Term Violators are eligible for this type
of release. As you may recall in other instructions, an inmte
rel eased at the expiration of his or her SPT Violator term |ess
appl i cabl e good tine deductions, may return to SPT supervision
until it is conpleted inits entirety.
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Hence, a Special Parole Term Violator rel eased at the expiration
of his/her term after any good tine deduction, may be rel eased
as a "Mandatory Rel ease to Special Parole.”

1107. EXPI RATION WTH GOCD TI ME W TH SPECI AL PARCLE TO FOLLOW

Definition: This type of release indicates the prisoner has
conpl eted the confinenent portion of his/her sentence, including
good tinme deductions pursuant to 18 U S.C. §8 4163, but has a
Special Parole Term (SPT) to follow. The prisoner would have
supervision relating to SPT for a period of time equal to the
term of SPT specified by the Court on the Judgnent and Comm t nent
Order.  SPT woul d begin on the day of rel ease.

Li sted below are the forns to be conpleted. Any special
considerations are set forth at the end.

a. Release and Gatuity Informati on Form (BP-189). The Case
Manager generates this formand forwards it to the business
office. They returnit to the Case Manager and the formis
routed for approval.

b. Notice of Release and Arrival ( Parole Forml-13).
Di stribution on the bottomof the form

c. Milti Purpose Parole FormI-33, checking "Certificate of
Speci al Parol e" block of the Form and conpl eting the Speci al
Parol e section. Distribution noted on the bottom of each copy.

Speci al Consi derati ons:

d. If releasing to Inmmgration detainer, conplete Rel ease of

| mrm gration Detainee (BP-325). Distribution noted on the bottom
of the form

e. If the inmate is being released to a detainer other than INS
and the inmate has federal supervision to follow, conplete the
Certificate Entitling Prisoner to Gratuities (BP-379).

1108. ALL "NEW LAW (CCCA) RELATED OFFENSES GCT/ FT REL, ETC
Definition: These type of releases fall under the Sentencing

Ref orm Act of 1984. These are unconditional releases fromthe
confinenent portion of the sentence. No supervision applies to

the sentence i nposed, but a period of Supervised Rel ease could be
i nposed in connection with the offense.

Li sted below are the forns to be conpleted. Any special
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considerations are set forth at the end.

a. Release and Gatuity Informati on Form (BP-189). The Case
Manager generates this formand forwards it to the business
office. They returnit to the Case Manager and the formis
routed for approval.

b. Notice of Release and Arrival (Parole Forml-33).
Di stribution on the bottomof the form

Speci al Consi derati ons:

c. Late Release Notice for United States Probation Service
(BP-S623.058). This formis used only for a |late rel ease

pri soner who has a period of supervised release to follow, even
if that late release is froman SRV Term

d. On occasion, the | SM Departnent may receive Probation Form
7A, Conditions of Probation and Supervi sed Rel ease, fromthe U S.
Probation Service. The form (all copies) will be forwarded to
the appropriate unit for disposition. [SMretains no copy for
the prisoner's J&C file.

e. |If the inmate has an unpaid fine and has supervision to
follow, the inmate nust sign the Agreenent to Adhere to

I nstal | nrent Schedul e Agreenent for Unpaid Fines prior to rel ease.
(See Section 602 of this Manual and the Program Statenent, |nmate
Fi nanci al Responsibility Program)

f. If aninmate will be released with a fine that has not been
paid in full, ISMstaff will notify the U S. Attorney in the
sentencing district. This notification will be on the Notice to
U S Attorney of Release of Inmate Wth Crimnal Fi ne Judgnent
(BP-384).

1109. MULTI - PURPCSE CERTI FI CATE (I -33)
1. Check the:

a. "Certificate of Mandatory Rel ease"” in Mandatory Rel ease
cases.
b. "Certificate of Special Parole" in Al Expiration,

Regul ar Parol e, and Regul ar Mandat ory Rel ease cases
where Special Parole follows.



PS 5800. 13
6/ 28/ 2002
Chapter 11, Page 8

C. "Certificate of Mandatory Rel ease to Special Parole" in
any case that is serving a Special Parole Term
Violation and i s subsequently Mandatorily rel eased.

d. "Certificate of Court Designated Parole" only when
Parole is ordered by the Court, pursuant to
18 U.S.C. § 4205(f).

2. Inmate's Commtted Nane (See SENTRY)
3. Register Nunber
4 Facility Name

5. Check this box in all Mandatory Rel ease cases, with the
exception of Mandatory Rel ease froma Special Parole Term
Vi ol ati on.

5a. This Block represents the total anount of Statutory
Good Time and Extra Good Tine earned during this period of
confinenent, and which entitles the person to release on the date
described in 2. bel ow

5b. Date the inmate is actually released fromthe
institution.

5¢c. This date is determ ned by sinply subtracting 180 days
fromthe Final Full TermDate. It is typically found on the
conputation sheet and is entitled "180 Day Date."

5d. The "days remaining to be served" section represents
the total nunber of days between the actual Mandatory Rel ease
Date and the Full Term Date of the sentence.

6. Check "Special Parole" block in Mandatory Rel ease cases
that have a Special Parole Termto Follow, cases released via
Expiration of Sentence with Special Parole to Follow and,
Parole rel eases with a Special Parole to Foll ow

When rel ease is via Mandatory Rel ease from Speci al Parole Term
Violator, check this block only.

6a. Dat e Speci al Parol e Term Begi ns:
a. On the 180-day date in Mandatory Rel ease cases;
b. Date of release in all Expiration cases;

C. On the day after Full TermDate in all Parole
cases;
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d. On Mandatory Rel ease back to Special Parole,
remai nder of Special Parole begins on the day of
rel ease.

6b. The "days remaining to be served" here represents the
nunber of days owed from and including, the Special Parole Term
begi nning date and the established date that represents the end
of Special Parole Term Supervi sion.

6c. This is the date when Special Parole Term Supervision
ends. It is determ ned by adding the termof Special Parole to
t he begi nning Special Parole Term Supervision date, and then
dr oppi ng one day.

7. Conplete this section only when the Court orders Parole
consistent wwth 18 U S.C. 8§ 4205(f).

7a. This is the date the court ordered an effective parole
rel ease.

7b. Days remaining to serve will be calculated fromthe
actual release date until the full termdate

8. Judicial District where supervision will occur.

9. Nane of Chief U S. Probation Oficer. See appropriate
directory.

10. Signature of Inmate (original required on each copy).

11. Regi ster Nunber.

12. Case Manager's Signature (original required on each copy).

13. Self-Explanatory (Title of #12).

14. Date Actually Signed.

15. Initial R sk Category - Established by the U S. Parole
Comm ssion. |If person has had a prior U S. Parole Conm ssion
hearing, this information should be on the Notice of Action. |If
not, contact the case manager or the U S. Parole Comm ssion. An
experienced case manager will be able to calculate the risk
cat egory.

16. Sel f-Explanatory.

17. Sel f-Expl anatory.

18. List Special Conditions on the reverse side of this form
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Special Conditions are generated by the United States Parol e
Comm ssion and are contained in the Notice of Action.
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( ) Certificate of Mandatory Rel ease
( ) Certificate of Mandatory Rel ease to Special Parole
1 ( ) Certificate of Special Parole

( ) Certificate of Court Designated Parole
It is certified that 2.  (NAVE) , 3. (REd STER N
now confined in the 4. (FACILITY)
( ) MANDATORYs entitled to 5a. Statutory and/or Extra Good Time deductions from maxi mumterm

RELEASE sentence inposed as provided by law, and is hereby released fromthis institution under
sai d sentence on 5b , 19 . Said person was rel eased by the undersi gned

according to Title 18 U S.C. Section 4163. Upon rel ease the above named person is to
remai n under the jurisdiction of the United States Parole Commi ssion, as if on parole as
provided in Title 18, U S.C Section 4164, as anmended under the conditions set forth on tli
reverse side of this certificate, and is subject to such conditions until expiration of tli

maxi mumterm or ternms of sentence, |ess 180 days on 5¢c , 19 with a total of
5d days renmi ning to be served.
( ) SPECIAL is subject to a special parole term conmencing 6a , 19__ in accordance witl

PAROLE the Drug Abuse Prevention and Control Act, 21 U.S.C., 801, et. seq. with a total of
days renmining to be served. Upon rel ease the above-named person is to renmain under
jurisdiction of the United States Parole Conmi ssion and will be under the conditions set
forth on the reverse side of this certificate until 6b , 19 .

( ) COURT has conpl eted service of the period of tine specified by the sentencing court and is
DESI GNATED hereby rel eased as if on parole fromthis institution under said sentence on

PAROLE 19 with a total of days renmining to be served until maxi mum expiration of
sentence. Said person is released by the undersigned according to Title 18, U S.C Secti «
4205 (f).
He/she is to remain within the limts of 8. (DI STRI CT OF SUPERVI SI ON)
9. (CHI EF U.S. PROBATI ON OFFI CER)

This certificate in no way | essens the obligations of the person being released to satisfy paynent of ar
fine included in the sentence, nor will it prevent delivery of said person to authorities of any state
otherwise entitled to custody.

I have read, or had read to nme, the conditions of release printed on the reverse of this certificate anc

received a copy thereof, |I fully understand them and know that if | violate any of them | may be
recommtted. | also understand that the |l aw requires the Parole Commi ssion to revoke mny parol e/ mandat or
release if | amfound by the Comm ssion to have possessed any illegal controlled substance. | also

understand that special conditions nay be added or nodifications any condition may be made by the Unitec
Stated Parol e Comm ssion upon notice required by | aw

10. (I NMATE SI GNATURE) 11. (REG STER NO.)
Wtnessed: 12. ( SI GNATURE) 14. ( DATE)
13. (TITLE)
Initial R sk Category: 1t
16. (CH EF EXECUTI VE CFFI CER) 17. (I NSTI TUTI ON AND LOCATI (C

EACH COPY MUST BE SI GNED | NDI VI DUALLY | N I NK. PARCLE FORM | - 33
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NOTI CE OF RELEASE AND ARRI VAL (PAROLE FORM | - 13).
Nane of | nmate (SENTRY)
Regi ster Nunber ( SENTRY)

FBI Nunmber (SENTRY Inmate Profile; or refer to FBI Rap
Sheet)

Type of Release (Select: Parole, Mandatory Rel ease,
Expiration Good Tine, etc.; Refer to Notice of Ensuing
Rel ease or Check with Case Manager and/or |nmate Systens
Staff).

Previ ous Rel ease on Sentence (Refer to Central File to
determne if inmate is a Parole, Mandatory Rel ease or
Speci al Parole Term Viol ator).

Mai ling address - reflect inmate's rel ease address or
address for forwarding mail (acquire from Case Manager).

(I'f eventual release is froma Community Corrections Center,
| eave bl ank).

Nane of facility inmate releasing from (Institution or
Community Corrections Center).

Time inmate is releasing fromfacility (if eventual release
is froma Community Corrections Center |eave bl ank).

Date inmate is releasing fromfacility (refer to Notice of
Ensui ng Rel ease or contact Inmate Systens Staff). |[f
eventual release is froma Comunity Corrections Center

| eave bl ank.

Cty and State of inmate's rel ease destination (check with
Case Manager).

Met hod of Transportation (Comrercial Bus, airlines, private
vehicle; check with Case Manager). (If eventual release is
froma Comunity Corrections Center, |eave bl ank).

Nane of detaining authority, if applicable (Inmmgration and
Nat uralization, State detaining authority. Refer to Notice
of Ensuing Rel ease or Inmate Systens Staff).

If not released to a detainer, date inmate is expected to
arrive at rel ease destination (base on length of trave
tinme. |If eventual release is froma Community Corrections
Center, |eave bl ank).
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Gatuity Information: This information applies only to
direct institution releases. (If eventual release is froma
Communi ty Corrections Center, |eave blank.)

l4a. Address to which mailed - address for the purpose of
mai ling excess funds frominmate's personal account
(check with Case Manager). Applies only to direct
institution rel ease.
(Leave blank if eventual release is froma Community
Corrections Center).

Not e any Supervision Terns: Special Parole, Supervised
rel ease, etc., special aftercare conditions, specific
reporting conditions or other pertinent informtion deened
necessary to the release of this inmate.

Chief United States Probation Oficer of the District of
Supervision. (Refer to Central File and check with Case
Manager to |l ocate district of supervision. For proper nane
refer to U S. Probation Oficer's Book under the appropriate
district).

District of Supervision (Refer to #16 above).

Address of Chief United States Probation Oficer (Refer to
#16 above).
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Noti ce of Rel ease and Arri val

&
&
SECTI ON ONE- To Be Conpleted by Institution Oficials:
Nane 1 Reg. No. 2 FBI No. 3
Type of Rel ease 4 (Parole or MR) Was there a previous release on this sentence?
Mai | i ng address of proposed residence 6
The above-named person was rel eased from 7
at 8 o' cl ock, on 9 . Transportation was arranged to 10
11
(Cty and State) Vi a Narme of bus, train, airline, or by ¢
Narme of detaining authority, if any 12
(Agency and Locati on)
If not released to detainer, estinmated date of arrival at residence 13
Gatuity: $ 14 Ct her noney in personal account: $ 14 Total: $ 14
Amount given to rel easee: $ Amount nmil ed: $
Address to which mail ed: 14a
Speci al Instructions: 15

Chief U S. Probation Oficer of district of residence
16

District 17 Addr ess 18

&
SECTI ON TWD To be Conpl eted by Rel easee and Taken or Mailed to Probation Oficer Wthin three Days After
Arrival in District of Residence

I have this day arrived at (CITY AND STATE)
Date rel eased fromdetainer (if any) My horme address will be
(Signature of Probation Oficer to whom assi gned) (Date of releasee's arrival)
&
&
I NSTRUCTI ONS
I NSTI TUTI ON: In parole or mandatory rel ease cases, prepare 4 copies. Gve original to rel easee; mail

copy to the United States Probation O ficer and a copy to the Parole Conmission; retain a
copy for your file.
In expiration cases, prepare 2 copies: Miil original to United States Probation Oficer
for information only and retain a copy for your file.

REL EASEE: Upon arrival, report imediately to the United States Probation Oficer. |If released to
detainer, keep this formuntil no longer in custody; then take or mail to the United Stat«
Probation Oficer to whom you are assi gned.

Parole Form|-13



PS 5800. 13
6/ 28/ 2002
Chapter 11, Page 15

1110.1. LATE RELEASE NOTI CE FOR UNI TED STATES PROBATI ON SERVI CE
(BP-S623. 058, Feb 97).

1.

2.

Nane of | nmate (SENTRY)
Regi ster Nunber ( SENTRY)

Wul d have been rel ease date (Proper Rel ease Date). Self-
expl anat ory.

Actual Rel ease Date. Self-explanatory.

Over-Served Tine (Days) Anount. The tinme fromthe would
have been rel ease date through the actual rel ease date.

Over-Served Tinme Reason. Self-explanatory.

Not e: Do not submt this report for "old | aw' cases or
for "new | aw' cases that have no supervised
rel ease to foll ow
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BP- 623. 058 LATE RELEASE NOTI CE FOR UNI TED STATES PROBATI ON
SERVI CE i s avail abl e on BOPDOCS

"Woul d have been rel ease date" refers to the date that woul d have
occurred in the past based on a recal culation of sentence due to
a court order or staff review "Over-served tinme" refers to the
days served in inprisonnent between a woul d have been rel ease
date and the actual rel ease date.
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CERTI FI CATE ENTI TLI NG PRI SONER TO GRATUI TI ES, ETC. (BP-379)

This Formis to be used only when releasing inmates to detaining
authorities (other than Inmgration), with federal supervision to

fol | ow.

1. Nane, Register Nunber and date of inmate rel ease (See SENTRY

and Notice of Ensuing Rel ease).
2. Sentence (See Sentence Conputation, or contact |Innate
Systens).

3. Cross out, as appropriate. |If release is other that
i ndi cated, cross out both, and type in appropriate rel ease.
See Inmate Systens with questions. Fill in the name of the
institution fromwhich the inmate is being rel eased.

4. Fill in detaining jurisdiction, e.g., State of Florida; Cook

County, Illinois; etc.

5. a. Fill in detaining jurisdiction if turned over on
untried charges.

b. Fill in detainer sentence | ength and nane of
institution if known.
C. Fill in detainer offense.

6. Fill in date federal supervision expires.

7. Fill in the anobunt of noney the inmate will take with

hi m her on rel ease date.

8. a. The amount of cash gratuity authorized for the inmate
when he is rel eased from custody of the detaining
authority.

b. Fill in federal supervision release destination

SECTI ON {2} Conpl eted by inmate as indicated in the form
i nstructions.

SECTI ON {3} To be conpleted by final release authority.
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BP- S379. 058 CERTI FI CATE ENTI TLI NG PRI SONER TO GRATUI TIES, ETC. is
avail abl e on BODCCS.
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RELEASE AND GRATUI TY | NFORVATI ON ( BP- 189)
Nanme of Institution.
Current Date.
Regi ster Nunber ( SENTRY)
| nmat e' s Nanme ( SENTRY)

Date Rel easing frominstitution (Resource: Notice of
Ensui ng Rel eases, Inmate Systens Staff, SENTRY |nmate
Profile .

Met hod of Rel ease - Mandatory Rel ease, Parole, Expiration
Good Tinme, Good Conduct Tine Rel ease, release to CCC
(Resources: Notice of Ensuing release or Innate systens
St aff)

Inmate Unit Assignnment. (Resource: SENTRY |Inmate History)
| nmat e Job Assi gnnent. (Resource: SENTRY | nmate Hi story)

If a detainer is on file, cite the detaining authority.
(Resource: Notice of Ensuing Release or Innate systens
Staff)

Request information regarding i nmate's account from
Fi nanci al Managenent.

Not e: This is a very inportant Section as it assists in
determ ning what, if any, gratuity wll be
granted. (Resource: Financial Mnagenent).

Current Date. (May be a different date that # 2 above.)

Type in anmount of gratuity to be given the inmate.
(Resource: Case manager, who shoul d provi de anbunt subj ect
to final approval by either Case Managenent Coordi nator or
Cost Center manager).

Complete only if inmate is releasing to detaining
authorities. This should trigger preparation of BP-379.
(Resource: Case Manager).

Address to which excess funds in inmate's personal account
may be mailed. (Resource: Case Manager)
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City and State to which inmate is releasing. (Resource:
Case Manager)

Check appropriate nmethod of transportation. |f Governnent
expense, note anount of travel fare and anpbunt of taxi fare
needed.

Si gnat ure of case manager

Si gnature of approving authority, usually the Case
Managenment Coordi nator or Cost Center Manager.

Not e: The unit team conpletes | through 9 and forward
the formto the financial nanagenent office. The
financi al managenent staff will conplete section
10 and return the formto the unit teamfor
further conpletion and approval .
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RELEASE AND GRATUI TY | NFORVATI ON

TG COMM SSARY Institution: (1)
FROM  Case Manager Dat e: (2)

Pl ease enter

personal account information and return to Rel ease

Clerk/Unit Secretary:

Regi st er No. Nane : Funds in Personal Account:$
(3) (4) : ; (10)
Rel ease Date : Met hod ;
(5) (6) ;
Uni t Wrk Detail :Anticipated Earnings
(7) (8) Prior to Rel ease
Det ai ner :
(9) _ _
Anti ci pat ed Spendi ng
Prior to Rel ease
U.S. Savi ngs Bonds
Recei ved | ast 6 nonths
Spent | ast 6 nonths
Excess Funds to be
Di sposed
Comm ssary C erk:
/sl
CASE MANAGER W LL COVPLETE THE FOLLOW NG
To: COWM SSARY Dat e: _(11)
From Case Manager
1. You are authorized to pay cash gratuity in the
anount of: :$_(12)
2. | f detainer is renoved, subject will be given :_ (13)
3. Di spose of excess funds as foll ows:
a. otain check for delivery to inmate
upon rel ease in anount of:
b. Mai | check in the anount of:
To: (14)
4. Rel ease Destination
(15)
(16) 5. Transportation: Governnent Expense Private
/sl __(17) Approved by: (18) CMC Coordinator's

Case Manager Nanme

BP- 189
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RELEASE OF | MV GRATION DETAINEE W TH SUPERVI SION TO
FOLLOW (BP-325)

Nane of Institution.

Current Date.

| nmate' s Nane. (Resource: SENTRY)

| nmat e' s Regi ster Nunber (Resource: SENTRY)

| mm gration and Naturalization (INS) Nunmber. (Resource:
Detainer information in Central File; PSI; SENTRY; Innate
Systens).

FBI Nunber (Resources: SENTRY; PSI; Innate Systens Staff)
Sel f - Expl anat ory
U S. Parole Comm ssion Ofice in your Region with Address.

A Nane of Analyst in U S. Parole Comm ssion (Resource:
Case Manager)
B. Anal yst's Phone Nunber. (Resource: Case Manager)

U.S. Probation Ofice of the District of Conviction (Resource:
Central File; PSI; Case Manager) Procure address from U. S
Probation O ficer Address Book.

A Nanme of Chief U S. Probation Oficer in District of
Conviction. (Resource: U S. Probation Oficer Book)
B. Phone Nunber found in Resource as |isted above.

Check either (a) or (b) and indicate date of release from

federal sentence. |f Good Conduct Rel ease (CCCA Sentence),
cross out "Mandatory Rel ease Date", and statenent relating to
certificate attachnent, and type in Good Conduct Release.
(Resource: Notice of Ensuing Rel ease or I nmate Systens Staff)

If there is a Special Parole Term note how nmany years.
(Resource: Active Sentence Conputation Record in SENTRY or
| nmat e Systens Staff)

Note |l ength of Probation. (Resource: Active Sentence
Comput ation Record in SENTRY or Inmate Systens Staff) |If
Good Conduct Rel ease with Supervised Rel ease Termto Fol |l ow,
cross out term "probation" in #19 and #20, and replace with
"Supervi sed Rel ease" and nunber of years inposed.

(Resource: Active Sentence Conputation Record in SENTRY or
| nmate Systens Staff).
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13. Date Supervision will end. (Resource: Active Sentence
Conmput ation record, Notice of Ensuing Release, or Inmate
Systens Staff) If release is via Good Conduct Rel ease, | eave
bl ank.

14. Date INS to assunme custody. (Resource: Inmate Systens
Staff)
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Rel ease of | mnigration Detai nee
wi th Supervision to Foll ow (BP-325)

SECTION A. (See instructions on reverse of first page.)
1. | nstitution and Address/CPM O fice : 2. Dat e

3. Inmate's Last Nane, First, Mddle ; 4. Regi ster No.
5

NS Nunber 6. FEBl Nunber

7. Case Manager' s/ CPM s Nane ¥ 8. US. Parole
Comm ssi on
Regi onal Ofice

7a. Case Manager's/CPM s Signature

7b. Case Manager' s/ CPM s Phone(FTS)

8a. ATTN:

:'8b.Phone: FTS

9. US. Probation Ofice (D strict of :
Convi ction & Address) :9a. ATTN: (14)

. 9b. Phone: (FTS) (15)

10. Type of Rel ease (check one) ; ___ Mandatory Rel ease
___Parole Date R Dat e
(Attach a copy of Notice of : (Attach copy of
Mandat ory Action and Parole Certificate.) : Rel ease
Certificate.) 11. Is there a Special Parole Termto foll ow
| ncarceration?
___ No; ____Yes.
If yes, Length of SPT:
12. Is there a period of Probation to follow Incarceration?
No; Yes.

If yes, Length of Probation:
13. Full Term Expiration Date:

14. Date of Release to INS Custody:

SECTION B (This section to be conpleted by I NS)

15. __ Subject was released fromINS Custody on

Bond/ Recogni zance on date of

15a. Detainee's U S. ADDRESS:

16.  Subject was renoved fromthe United States on Date of:
17. _ Oher (Specify, i.e., died, etc.)

18. Signature and Title : O fice Location : Dat e
of INS Oficer : :
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| NVATE SYSTEMS MANAGEMENT FORMS

For m No. Title

171 Record of Oral Info Rel ease

174 | nmate Judgnment and Commtnent File

175 In-Transit Information

189 Release and Gratuity Information

235 Notice of Untried Indictnent Information or
Conpl ai nt

236 Inmates Notice of Place of |nprisonnent
| nf ormati on

237 Cearing Detainers

238 Certification of Inmate Status

239 Ofer to Deliver Tenporary Custody

282 Pouch Mail Address Card

283 Transfer Recei pt

284 Transfer Notice

325 Release of Immgration Detainee wth Supervision

327 Returned Correspondence

328 Stanps, Negotiable Instrunment, or other Itens
Ret urned to Sender

329 Request-Authorization to Mail | nmate Package

330 Change of Address Card

331 Authorization to Receive Package

333 Sentence Conputation Record

377 Prisoner Remand or Order to Deliver

379 Certificate Entitling Prisoner to Gatuity

380 Good Tine Record

382 Comm t nent Sumrary

383 Inmate Personal Property Record

384 Notice to U S. Attorney of Release of Inmate with
Fi ne

385 Authorized Unescorted Conm tnment & Transfer

386 Remand of Federal Prisoner

387 Central File Charge-out Card

388 Response to Records Reguest

389 Statutory Good Tine Action Notice

390 Extra Good Tinme Reconmendati on

392 Rel ease Authorization

393 Notice of Escaped Federal Prisoner

394 Detainer Action Letter

395 Notice to U S. Attorney of Conmtted Fine

396 Certificate of Record

397 Notice to Comm ssary Supervisor of Commtted Fine

398 Disposition of General Correspondence



BP-E or S 399
401

402
404
405
407
408
449
450
515
558
559
564
565
566

567
568
613

676
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Transfer Order

Comm tted Fine and/or Cost Application, Gath, and
O der

Di sposition of Contraband

Large Sentry Labels (4 X 1 and 15/16)
Sentry Paper (9 % X 11) for Large Printers
Acknow edgnment of | nmate

Acknowl edgnment of | nmate

Prosecutor's Certification

I nterstate Agreenent for Detainers
Abandoned | nmate Property

Untinmely Rel ease Notification

Sent ence Conput ation Checkl i st

| AD Form VI - Evidence of Agent’s Authority
| AD - Prosecutor’s Certificate

| AD Form VIl - Prosecutor’s Acceptance of
Tenporary Cust ody

| AD - Acknow edgnent

| AD FormV - Request for Tenporary Custody
Det erm nati on of Viol ent/Non-Violent Status,
VCCLEA

| nmate Remand File
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BP- S558. 058 UNTI MELY RELEASE NOTI FI CATION i s avai |l abl e on
BOPDCCS.
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BP- S559. 058 SENTENCE COMPUTATI ON CHECKLI ST is avail abl e on
BOPDOCS
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INMATE JUDGMENT
& COMMITMENT FILE
ORGANIZATION

**All docunents to be filed in chronol ogi cal order**

LEFT SIDE
Secret Service Card

SENTRY - Sentence Monitoring Computation Data
- Sentence Monitoring Independent Sentence
Computation (for manual dates)
Parole/MR/SPT Violator Warrants

Determination of: Violent/Non-Violent Status, VCCLEA
(BP-$613)

Title 18 U.S.C. § 3621(e):
Attachment C - (Change in DAP Status M emo)
Attachment K - (Final Review of Inmate's Provisional
Early Release)
Central Office Written Approval
Notification of CCC Placement Date (BP-S628)
Attachment H - (Notification of Provisional
Determination for 18 U.S.C. § 3621(e)
Sentence Reduction)

Title 18 U.S.C. § 4046(c):
Attachment E - (Changein ICC Sentence Reduction
Status)
Attachment F - (Noticeto Inmate the Previously
Scheduled Release is Being Delayed)
Attachment D - (Provisional Notification of ICC
Sentence Reduction)

J& C’sand Modifications (Certified)
Court Orders (Certified)

USM Individual Custody and Detention Report
(USM-129)

Correspondence/Documents: relating to Sentence, Jail
Credit, and Register Number (to include D.C. Face Sheets,
D.C. Violator Warrant Applications, and D.C. Release or

Detention Orders)

Fines: (BP-S384, BP-3401, OBD-500, BP-S395, BP-S397),

Installment Agreements, & documents/correspondence
relating to fines being paid

Presentence | nvestigation Report (PS)

Detainer s/ AD Paperwork

Prisoner Remand - MCC Modified (BP-S377)

Commitment Summary (BP-S382)

RIGHT SIDE

SENTRY Sentence Monitoring Good Time Data
Inmate Discipline Data Chronological Disciplinary Record

Specialized Daily Log Verification Notification Form
(GED UNSAT)

Good Time Record (BP-S380) or (PSE)
Parole Commission Notice of Action (NOA)
Release Authorization (BP-S392)

Notice of Escaped Federal Prisoner (BP-S393)
Good Conduct Time Action Notice (BP-$448)
Statutory Good Time Action Notice (BP-S389)

Extra Good Time Recommendation (BP-S390), (FP1-96),
or SENTRY Work History

D.C. Education Good Time (DCEGT)

Executed Transfer Order (BP-S399)

SENTRY Security/Designation Data Sheets

Writs of Habeas Cor pus (Certified & verified)
Unescorted Transfer and Commitment Card (BP-S385)

FBI Fingerprint Cards (FBI-249); one full set & latest
transfer card

ID Photo (additional photos may be stored on the right side
of the file under all documents)



